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D " ABSTRACT
L . k . REPLACING: JOBS WITH TASK CLUSTERS

- - S AS THE WORK UNIT 'FOR TEST VALIDATION
) . | !
/////f/;>//////i’ Brent Baxter

‘Statement of the Problem '
\ . -The amount of research effort and cost to collect evidence that a personnel

test is an efficient and fair predictor of performance on a particular job for .

all classes of applicants can be considerabte. Vhen this burden is extended

to all the jobs for which the test might be relevant, (as required by EEOC Gujde-

lines), the cost becomes exorbitant. ‘The p:efené—pféject sought an alternative,

less costly approach which would still maintain high standards and job rele-

vancy. ‘The alternative is to predict performance on major job functions (task

c]ustersf rather, than the entire job., This approach assumes that the same

basic functions appear across man*.jobs. The .purpose of the project was to

identify such functions and demonstrate their application to a validity study.

Development of a Task Structure

Using a large number of tasks +from c]er1ca]/techn1ca]/adm1n1strat1ve Jjobs,
a basic system of task c]usters was found which describes the inherent nature,
of the information processing be1ng performed. Each c]uster descr1bes~ 1)

" how the worker obtains the 1nformatlon which is processed; 2) what manipula-
tions are performed and their comp1ex1tg, and 3) how the worker provides some
form of task output. In the most tjpica] task the worker 1) deals with infor-/
mation that comes to the work setting ready for manipulation (a search for in-
formation is not necessary), 2) sorts, files or compiles the information fol-
lowing simple, we]]-pefined rules, anp,3) provjdes a standard written output.

» N -

Stud} Design & =

A demonstration, study was designed to validate the ability of the U.S.E.S. \
Basic Occupational Literacy Test (BOLT) to predict performance on 10 basic task
clusters. The task clusters selected were re]ative]y easy and represented work
frequent]y appearing in entry level positions.- They were prototypes for re-

presentative, real-world tasks. Methods of measuring task cluster output were
devised to provide criterias These measures were demonstrated to be objective .

and reliable indites of performance

~ ) . {::} H ) -‘ . . 9 ] ) .. n
. 'iX P

.

+

L]

/



) <

® ’ =

' " The BOLT Test .and measures of performance were adminlstered by ‘State
Employment Service persopne] to over 2,000,Whites, B]acks Amer1can Indians,
and“Spanish background vblunteers from 12 States. These groups, inc]uding a
balance of mafes and fema1es, had: minimum English ]anguage ]1teracy sk1lls, -
They covered an age range from 16 -to 69, . , . .

L]

Separate data ana]ysis evaluated the pred1cﬁ1veness of éach of thg four
' BOLT subtests (Ar1thmet1c Computation, Arithmet1c Reasoning, Reading Vocabu-
lary, and Reading Comprehension) within each of the racial/ethnic and sex
-~ ‘ groups. The analysis also considered whether or not a single predyct1on
equation was fair for all groups. The data review went UEyond the summary

: ¥ statistics to an examination of the seatterplots, thus rijifiimg/ip/mG?E‘deh.
- tail the particular nature of thesrelationships. - . o
. Study Results |, N
The results showed that one or more of the BOLT subtests predicted perfor-
mance on all-the typical tasks, and in almost every case for each of the Sub- -

groups. The Arithmetic Computatwn Test proved to be the most effective pre=-
. dictor. -]

I4

The validity coefficients did not differ s1gn1ficant}y among'the racial/
ethn1c groups nor betWeen the sexes, The 1owest ]1teracy Blacks, and }Males,
however; tended to have considerable var1ab1]1ty and 1 average scores on
some task measures than the comnarable Whites or FénalZ?T?,Thus in some cases

., -+ the pepformance of these two groups would be o erész;mated‘by prediction
. based on White or Female data, F these'data it is not possible to conclude
c why'sask performance is more diffitult than is literacy test-taking.

-~ /,: Y \

Conclusions ' " . —
’fhe projeci has shown the feasibility of conducting validation studies on

the basis of ;ask clusters rather than'innumerable, constantly changing jobs.

Moreover, Tt is possib]e to deve]op é?iterion measures that are practical and

more predictable than superv1sory impress1ons. Such measures for the more

complex task clusters, however, will be more difficult in both construct1on

and administration,

.
o




szt

. ¢ .
- s . B
. . [ .
- N .
— . ,
- ~
» . .
. . f
4 *
. , . .0 [
y * L e ¢
v : Lo . / .
. , ;
a
B

|
|
|
A . , |
A job analysis form is proposed to identify the task clusters which appear |

as an(émportant part of any JOb Wherever a cluster 1s found to be a signifie
" cant part of a job, the relevant BOLT subtest(s) may be used in §§i ction. .

It is recommended that the system of task clusters be extended to higher
]eve] tasks and to JObS dealing with peop]e and th1ngs. C ot
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S N
.. \ , INTRODUCTION -
- ' . ! ) \"\‘

The 1n1t1a1 concept of the va11dity of a test centered in the question

" does the test measure what it is deS1gned to measure. Thus the research per-

son sought evidence to substantiate that the test 11y measured clerical
aptitude oy aggressiveness, or whatever the test w::QcTa?med_to measure.
Validity was regarded as a se]f—contained character1st1c of the test (a]ong
with re]iabi]1ty) But in recent years the focus has sh1fted to the much more
peciflc quest1on do the test scp///,corre]ate with some significant exter-
nal medsure in a given s1tuat1on for a particular group of peop]e. A test is

. no Tonger regarded as valid or not, but as having many possible d1fferent

validities depending on the particular external conditions. This sh1ft in

~emphasis is reflected in the APA Standards for Educational and Psychological

Tests and Manuals of 1966 (1ater revised in 1974).

The change in emphasis had some effect on the practice of using tests ‘in
employment. Initially if a test claimed to measure clerical aptitude; it was

_felt appropriate to use it for all types of clerical positions for all per-

sons. Then-studies began appearing in the literature showing how the test

' predicted performance in a particdlar employment setting (see Validity Infor-

mation Exchange appearing in Personnel Psycho]ogx, 1954 to 1965). Somehow

- this interest declined on1y to be reawakened by the Testing. Guidelines of the.

-

Equal Emp]oyment 0pportun1ty Commission and the Office of Federal Contract
Compliance, wh1ch arose out of legislation regulating nop-discrimination.

These new regulations gaye emphas1s to -

‘empirical data to support the va11d1ty of tests (though the a]terna-
", tives of content and construct validity are described) i
the development of unbiased measures of performance ’ .

>

-
L)

jties and women .
- a full descript1on of the re]ationsh1p between test scores and ;ob
" performance for each group -
- evidence for each job situation 'sxis

[y

This last requirement is the reason under1y1ng the present study. If a

company, a school system, a c1ty, any organizat1on, wishes to use some obqec- '

tive measures to select or promote 1ts personnel, it is faced with the need

B C — 112

spearate evidence of vaTidity for protected c]asses, primarily minor-,

4




to conduct a thorough study for each of the jobs in the organization. Becuase

of the large number of jobs and the cost of doing an adequate study in each
- case, the total cost of obtaining evidence to support the use of tests’iséex-
orbitant. ‘Currently many organizations are dropping the use of tests (see\
Wall Street Journal, September 3, 1975) or restr1ct1ng them to certain jobs
‘for which studies have been comp]eted Unless some aﬂternative validation
strategy 1s devised, subjective impression will replace objective measurement
to a large extent.”” How can the validation process be modified to make it more
feasible -yet provide the necessary empirical evidence?_ {Are there alternative
methods for validating tests over a large number. of jobs that will both main-
tain the high standards of research and yet require a less extensive program
of research?) : ‘ . | .

(S i . o .

Proposed Solution

Even be#dae the pressure introduced by EEOCC gu1de]1nes a ser1es of in-
"vest1gators at Purdue Un1versity pursued ‘the development of a procedure ca]led
"synthetic va11d1ty." In this method, job analysis .data are obtained to show
the human ability requ1rements of the job. If there is evidencg that the pre-
dictor measures' the required ability, then the test is said.to de valid for
that job. Instead of a direct study of job and test performance, allink is
established between the predictor and the criterion through the system of
abf]ity'requ1rements. The latter data are obtained through the use of the
Posttion Analysis Ouestionnaire (PAO) This procedure has been studied ex- -
tens1ve1y and the reader is referred to the PAO Manual for further d1scussion
and references. o _ T Y 'ﬁ ) ' f

The present project proposes another a]ternativé that avoids synthetic

validjty and judgnents about ability requirements of the job.. This procedure

rests on job analysis wh1th carefilly specifies the nature of the tasks per-
formed. The l4nk between predictor and joB is the “task cluster. A task
cluster is an associated group ‘of specific tasks which are found repeatedTy
:over various jobs. It is broader. than a. single task and narrOWer than the
‘total job. ) :

The objective of this proJect 1s to 1dent1fy typical éﬁ%sters and dempnt
strate the feasibility of conducting validation studiés not job-by- job but by
.ftask clusters. The assumptions under'lying the approach are:

7
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" 1. these units of work (called task clusters) can be identified, defined

_and validated.

2. these task clusters are more stab]e than Jobs.

~

Jobs change regu-

]ar]y due to reorganization of duties, modification of work flow, and techno‘

they are finished.

significant clusters in the job will remain the same.
3. task clusters Which are essentially the same appear across many jobs,

especia]]y entry jobs. The content-of the task clyste

logical changes. Thus job validation studies may go out-of-date even before -
While one task cluster within a job may change, other

differ from job

.to job but the essential process is the same, e.ge alphabetical filing is the
‘same whether the material filed relates to oyter space or house paints.
. 4. there are fewer task clusters than jobs, thus reducing the number of

necessary validation studies.
assumpt1on )

(See be]ow’for further &escfiption of this

5. if a test is valid in pred1ct1ng performance on a task c]uster, then
it 1s approprﬁate to use the test in personne] decisions for all those JObS
in wh1ch thé task cluster is a significant (important) part of the JOb (Just

#5843 criterion measure must reflect an.important part of. the -job).

- A task cluster is defined as a group of work activ1t1es oriented toward
K spec1f1ed objective, A job is composed of a series of task clusters common

to many JQbS plus a group of tasks unique to the particular JOb

is charted as follows.

w
Meia

-

This concept




G | / e / ' -
Task Cluster N /o
Unique Tasks v / . /

. The above chart shows that Task Cluster A appears in Jobs 1, 2, and other

various jobs up to Job n, Task Cluster C, however, does rot appear in Job 1 .
at all, but 1n Jobs 2, 3, and other jobs. ’ T,

. The chart shows also the Task Clusters that comprise each of the jobs.
Note that in addition to the c]usters there are also certain un1que tdsks that
are included in the jobs. ‘

" It is assumed that where any large number of jobs are studied, the number
of task clusters (N) will be smaller than the number of jobs (n).

-Thus, the development of task modules has the pr1many purpose, of reducing'
the number -of upits reqqiring test validation to a manageable number. How
many c]usters exist 1n 100 jobs? What kind of reduction can be expected?

The exact answer wou]d depend on performing the analysis for a given set of '
, Jobs.




THE DEVELOPMENT OF TASK CLUSTERS AND DIMENSIONS

Task Data
The project began with the search for task data havmg the fo]]omng ,
requirements: ‘ '

)

// . .
1. task data are_needed from several hundred jobs -

2. the task daﬁa must be described in enough detail that similarities
and d1f(erences can be reliably recognized

. 3. %m] of task ana]ys1s across jobs must be smﬂar 1f not “the
e For examp]e, if some jobs are ana]yzed at the level of bodﬂy
-
‘o , movements while others describe broad‘functwns, the task data will

/ot he comparable. o I

. “The prime source éxamined was.the job analygis”data'bank of the Depart-

, ment of Lahor, This file on micrefiche contains job descriptions for thou-

" sands of jobs obtained over several decades ‘arid for different purposes. Some
served as the basis for job descmptwns in the D1ctionary of OccupatioXl
Titles while a few provided detai]ed information for the development of pre-
dictor instruments and criterion measures. Several di fferent methods of job
analysis were used. In many cases the description- told the work doné by the '

| jobwbut not what was done by’ the worker. In general it was found that re-

" qufremants 2 ‘and 3 above were not adequately,met.

Other sources of task data were examineds Information about military
positions was found tp meet the requi rements but the Advisofy Group felt that
» *the analysis should be applied to civfhan jobs in that the demonstratwn was
. to be applied to a United States Employment’ Service test, Other sources had
‘excellent datd but across a small number of jobs, ecg. Jjob descriptions for )
police and-fire positions. ' o

The most consistent, high« : ume source of job data that was found was
the Functional Job Analysis Tsk Data Bank, developed by Dr. Sidney Fine and
others, The tasy\in this. Bank are derived from a targe number of clerical,
technical and administrative positions within the social ‘welfare industry.
‘ This source was supplemented by tasks from a study of clerical, securfty, and"
T other positions prepared by staff of the Chase-Manhattan Bank with consul ta=-

.tion by Dr. Fine, Additional tasks were developed for AT&T Coin Collectors
N 'a

-
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by A.I.R. staff usi‘g FJA methods, Through Dr. Fine and the Upjohn Institute,
71 FJA tasks were obtained for child day care tasks and for old age, penSona]-
care home tasks. In total, data from about 1,000 tasks were available all

. using the same methods and level of detail.

&

It shoyld be noted that the range of tasks does not cover the whole world ?
of Work but is’quite 1imited, The sample does not include work that,is heavily =~ |
"thing" oriented and only a few hundred that are heavi]y "people” orienmted. i

« It is even hard to say that the sample is representative of all “data" oriented 4 i
tasks’ for the population of such tasks is not avaiiable. Neverthe]ess it was ’1
fe]t that a very wide range of such tasks was included, i

J
1

The FJIA Task Bank has all the task information on McBee cards (a photo of

a typical card ij]oWS). A task statement, as defined by Dr. Fine, includes: )
a. what workers do . . ° o - -
training contént . - ‘

- performance standards
general educational developpent -
worker instructions -
worker functions -

b, what mist get done . ‘ .
purpose , - e
goals ' R
¢ -constraints/conditions ,
state of the.art, procedures, methods, techn1ques
objectives -

The task card also shows the FJA level and orientation for data, people, and "
things, and the GED level for reasoning, mathematics and language. Al1T- the
quantitative data are _coded and punched in the margins of the card (not shown

T 1n the photo) This punching allows for rapid sorting of the cards on one or -}
more dimensions of the task

‘Wethod of Malysis - - | -

) The objective in the ana]ysis of these tasks was to create a taxonomy

-for describing all data (idea, 1nformation) oriented tasks, This would be
achieved through: 1dentifying common thireads running through all tasks and the
dimensions of those commonalities. ’ E s
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A frequently used method of analysis is illustrated in the work of Dr.
McCormick and his associates at Purdue University. They obtained several
hundred one-Tine task descriptions, and ascertained which ones were checked
for the same job. Through factor analysis they learned wh1ch tasks are likely
to appear together, e.g. typ1sts also tend to file, Since the tasks in this
project did not generally reveal the job from which they were taken, the
statistica] approach was not feasible. Moreover the search was for dimensions
which more dynamically described the job activies. ‘

Three persons, independently using”a deck of McBee task cards, set out
on th search for a taxonomy. One gave emphasis to the ratings of task levels,
another to task orientation, and the third to GED ratings. The tasks were '
read over and over, sorted and resorted many different ways, always looking
for commonalities, continued, and bases for differentiation, Actually the
three initial approaches provided 1little new insight. But as this process
continued, it was found that the content of the task'(we]fare application,
personnel appraisal, correspoﬁdence, deposit slips, etc.) had to be ignored

“and emphasis given to the processes that were being performed. Once this leap

beyond content had been made, new sets of commonalities started to arise. At
first there were only a few, 1ike giving out information and classifying ma=-
terial.

“

This insight Ted the group to realize that this entire field of work
dealt with aspects of informatiop processing. Realizing that other research
groups expert in this field had probably already developed taxonomies for in-

, formation processing, the search was directed into these sources, Looking

for such systems the group examined books on logic, language of computers,
information processing, language, syntax, psycholinguistics, concept formation,
tests of higher cognition, even to teaching classifying skills to.disadvantaged

_pre=school children. No common set of operations or tasks was found, Each

author was different and yet there was great overlap. Cdncepts such as iden- :

tily statements, manipulating data, counting, sorting, etc., appeared across
these-many different disciplines.

From all these sources we culled statements or definitions of operations
in 1nformat19n processings Each such operation Was_ p]acéd by the readers on

o g
3 x 5 cards. Compar1ng these statements facilitated the identification of
overlapping or 1dent1ca] processes with different names, operations .that were

20
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unique (different from all others) and those that were comsinations of more
fundamental processes, or at were performed in a special serial prder.

Then, even before a summary set of"qperations was developed, the research.
‘turned back to the detailed, real-life tagh\statements, (Perhaps this was due
to a concern that the search was departing from practical tasks and into hypo-
thetical cognitive realms.) Each McBee Yask card was reexamiried to see if any °
""of the operations from the 3 x 5 cards appeared. And indeed, the words. of the
task statements could easily be transTated in.many cases to the terms of the
budding 1ist of operations. Such task verbs as so ting, judging, dec1d1ng, ' ‘\\ ?,
categorizing, etc. came to have much more meaning. ‘

It was also noted that the task statement was sometimes incomplete. Some ..
additional gssociated operation had to have been performed but the, task, as
written, either assumed this was alread part of the task or had s}mply omi tted-
the needed information. From personal knowledge of the task, the task state-
ment could be supplemented with additional operations (e.g. what the bank
teller does with the deposit s1ip after comparing deposit amounts with the
deposit s1ip entires). In other cases where the task was not known well, it
was recognized that there must be some job aid, some instruction, some pro- '
cedure, some supervision that Tust be at hand to supp]y certain informational
needs. : :

For some task statements there did not seem to be a relevant operation
’1n the deck of 3 x 5 cards. This made sense when the top of the card showed
fhat the task was described as thing or people oriented, It was thereupon
concluded that there would be no attempt in this project to develop even par-
tial taxonomies in these fields,  Efforts would be 1imited to describing tasks
within information processing, a tremendous]y broad field ranglng from the
mai] clerk to the president.

. Many tasks with the same verb or operation seemed to fall over quite a
range of difficulty. For example, "looking up information" might be relati-
vely easy (e.g. a phone number in a directory) or quite hard (eege searching
for psychological priﬁcip]es to be used by a group of counselors). "Categor1ng'
could be easy in a task of alphabetizing but somevhat hard in deciding whether
" a given personal loan situation was acceptable or unacceptablé. ‘It was de-
cided that there would be no attempt to apply difficulty levels to each of ‘

éf“\ ) “,: ' . | ; 21
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oberatidhs. It was clearly recognized, however, that unless the task taxonomy
provided for more detail than just "looking up" or "categorizing” ("sorting",

"class1fy1ng“), the system would be incomplete.. ] . S

3

As attent1on was turned back to the task.statements, focus was given to
the identifying common steps that appeared across most tasks. Even
wrth a preliminary 1ist of operations, it was cTear that most tasks invo]ved
three featurgs' ‘ ’

- 1. information was rece1ved or obtained from some source (task input)
2

2o the ;:;prmat1on was manipulated in some way
3. the veSult of the manipulation was given out in some way (task output)

A study of the var{ous sources of information used oh the tasks revealed
eight main categories or dimensions .(described subsequently). These eight
sources, either alone or in combination, were enough to descr1be all the tasks.
51m11ar1y, seven methods of giving out information couid be differentiated.

1 It was much harder, however, to find concepts that organized the wide
variety of information processing tasks. What would bring together such

'Vefbs as: matches, compares, sorts, catalogues, files, checks, proofreads,

verifies, routes, refers, posts, tabulates, rates, decides, evaluates, judges,
appraises approves, courts, measures? The conclusion was that the central
process of all these tasks was tak1ng a specific case and dec1ding lnto which
category it should fall. At first, the word, sorting, was used to describe
this process. For most lower level tasks this work applied very well. At
more complex tasks, sorting seemed too simple a word. If the. taskquas de-
ciding if a certa1n welfare’ app]icant qualified for a given program, sorting
seemed too simple,, ‘and we shifted to the term, c1assif1es, as a generic term

T 4o describe all the tasks covered. by these verbs, All these tasks involve

having infbnnation about a case or condition and then placing that case into
a category (often as mple as yes vs no) according to some c]assif1cation\

systems Here are some examples of this kind of task that are_ not ordinar1]y
thought of as classifying. -

1. a signature on a safe deposit form is compared witﬁ a signatuye'on
‘a record card and the employee is asked to indicate. whether the

ST 7T TTTHIYSETS the same or different from the second.

mo -
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2. a receotionist learns the nature'oﬁ the visitor's needs and refers
the person ‘to the relevant office,
3., a clerk posts accountgdata jn’properviedger columns, .
44 an interviewer combines standard test scores, and reports whether
a exdminee qualifies for the top Job. .
5; a guard evaluates whether air passenger is potential hijacker.
6. a Senator or President decides whether a given set of national and
internationa] conditions warrants calling ‘for an atomic bomb or not. T

-

“C]assifies" as now understood covered nearly all the: infonnation pro~
cessing tasks, except for a few operations that were at rather high GED levels
(4, 5, and These involved inferring/deducing, abstracting/summarizing,
and creating new c]assification schemes, Since these activities were at such
high.levels _and hence irrelevant to BOLT. ‘the full deve]opment of these clas-
ses was not, pursued. In fact, there were not enough such tasks to make any

further distinctions: -

L4

Within _the wide range of c]assification tasks there‘wa;aaneed for further
dimensiong to differentiate one task from another, Var*%us dinensions were
tried out, Their effectiveness was Judged by: \

\1. whether it he]ped to descrjbe the differences betveen tasks. .
“whether Tt was a characteristic found ‘irf many, if not most, tasks, -

3:, whether the dimension enabled oné to envision more accurately just
what the worker performed-6n the task.

It s proposed,that the/nost crucial evaluation of a set of dimensions is
whether or not independent readers of a given task cluster will construct es-
sentially the same work sample test. If their work samples differ, then there
sti11 remains some ambivalent interpretations and different or more detailed
descriptions are needed, .This method could not be properly applied by the
project staff since they had become overexposed to these descriptions. The

_method, however, is- proposed for future similar studies.’ "

It was found that only two additional dimensions appeared necessary 1n '
understanding each task and highlighting task differences. They were:

1, HWhat is the number of characteristics, considerations, or factors
"that a worker n‘?t consider ‘in order to classify a particular case into the
right category? /If the worker is sorting nickels andbdzpes by hand, the

' AR 12 .
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decision is made by one characteristic, size. If one, is dec1d1ng what-action

to. take with Turkey as that nation pernﬁts farmers to grow poppies, the number .
of considerations sis quite large.. .It was found .that the maJority of tasks _
. required the consideration of only one or two .facters, -

2. How c]ear are the distinctions between thegcategories which the -
worker must use? ‘Are there specific procedures to define\the classes, per-

' ;,haps through using easy obaective measures? For example, everyone 50 years

and older will be- given treatment A. .Nickels are readily distinguished from
dimes. But if #he worker is deciding whether a given city is an average or '
above average, location to build a manufacturing plant, the worker is hot only

“faced with a high number of factors about the c1ty to consider, but he has

no we]l-defined way of. combining the data to distinguish the Category "above
average" from the_category "average" )

Perhaps it would be usefu] to.present some of the task dimensions that
'4 - \
were considered and discarded for various reasons:

N The number of categories was considered as a potentia] significant

aspect but later.discarded. Having only two categories may make the opera= - '

tion very easy or very hard. Sorting a group of two colored forms is not
Significantly different from sorting five-or eight colored forms, as long
as the color categories are distinctly different. T

. 2. Doesn't one need to know something about the distinctiveness of the
factors used to decide the individual case? "If the case's characteristics
are sharpﬂy defined (obJective, specific, c]ear), doesn t this make the task '
easier than if the characteristics are_muddy (e.g. degrees of loyalty or:in=
tegrity)? The answer was yes, and for a long time a separate dimension was
used. We found hoWever, that the ratings of this dimension and thé ratings
for distinctiveness of" categories vas always the same, We apparent1y do not
need both dimens1ons, There are probably some exceptions to ‘this parallel
rating. but, within our sample of tasks they did not appear with any frequency.

3.~ Tasks also differ in the clarity of the rules for combining case
charaéteristics to deternnne-the categories. A worker may follow a mathe=-

‘ matical formula in combining personnel test data or in evaluating a long ap-

plication but how doesa secretary weight the characteristics of an office.

.V1sitor to decide whether the visitor should be given an appointment with&.he,
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boss or not? Again, after working with this dimension for some time, it was '
found that it, too, tied closely to how well the categories were defined. If
the boss says to give appointments to all people with certain ¢lean-cut char-

acteristics (eege customers with annual sales vo]ume over,$50,000), the”ﬁhﬂi
~

becomes quite different. A : .
' 4, We also considered at length the seriousness of the/cansequ cés(;;//
nnsaclassifying. Isn't the task of approving or disapproving 1ti-million -~

dollar internationa] Toan quite different from a $500 Joanon an ‘auto purchase?
The answer is yes but it was found thac/;he diffe ce in tasks was adequately
described ih our two accepted dimensions, big Toan involves a large num~ - »
ber of case characteristics and no one has devéloped‘clear cut distinctions

. between an. acceptable and an un cceptab]e loan. (These distinctions could be
made by creating objective methods of measuring case characteristics and then
defining the categories in terms of those measures. This is what has-been . .
done to reduce the job of classifying auto Toan applicants into a fairly sim= )
ple task. This reduction has occurred continuously in the tasks found in
business and industry,’ ] g

v

. The final product of the search for a task taxonomy was-a schema using _ //////
five dimensions as presented on the following pages. The overall structure has:

; ' " “Task input. 8 ways in which input di ffers
‘ 2 gTask action. o .
(i— a. 9 varieties of manipu]ation
b, 3 levels on the number of characteristics or rules considered

" in the mariipuiation . K
c.. 3 levels of clarity for those rules |
3.. Task output. 7 modes of output. ” | o

N »
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. TASK CLUSTER DESCRIPTION SYSTEM
' ! , L™

-~

The following system applies to tasks which are data (idea, informationi"
oriented, A‘task cluster description is considered compiete when all five di-

) mensions are adequately defined S - -

*

The nature of the source of the information/data with which

'First Dimension:

the worker deals, with eight categories or codes.

AR five categories relate to tasks of s eeking out information.

The

e In the Tast ‘three categories the worker does not have to °

various reasons.

verbs used to describe this operation inc]ude. seeks,hiooks up, "

.
e

1

" The' first -

Took. up or hunt for the information but has it on hand for _

iocates, ‘obtains, observes, asks, requests, e]icits, interviews, ‘consults, dis~

cusses, ¢

1.

o

" pedias).

- information readi1y at hand.

onverses, talks, iistens, collects, gathers searches, researches.

the information is a source pub]ished outside the job and is well

organized for use of a standard operating procedure to obtain the

information (e.g. directories, time tables, maps, cataiogues, rate
schedules, dictionary, etce)e

the information is obtained from persons at hand who have the infor-

mation readily available upon being asked.

the information is obtained from published sources which are'not

1

directly oriented to provide the information sought (texts, encyoio- ‘

May have to search for these sources. Ve

the information is obtained from persons who may or~may not have the |

Specia] skill is required in eiiciting

the information,. usua]iy/deaiing with the person s attitudes needs’,

persona] re]ationships,/etc. -

‘ 'the information comes from observation of current events, objects,

conditions, peopie.

the information used has been memorized from written sources either

published outside g ﬁ-house. _ B -;;;

e

the informafion comes from memory of,past personai experiences or
from spfai educationy s T,

x
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8. the information is not sought but comes to the worker in a form ready

to be mandpulated. These tasks relate to the host of-peop]e whose C

_work is de]ivered to the mai] basket.

Second Dimension: Describes the kind of manipu]ation of "the data (what is done

o

- tdr with the data sought or received in phase 1 (first’
dimension). Manipulation also has riine. dimensions' using
- Roman numerals to distinguish them. . ‘

The verbs used to describe these operations include: matches, compares,

sorts, routes or refers (mail, forms, peop]e) posts, tabuiates. rates deci-
" des, eva]uates Judges,  approves, counts, measures. 1

I -comparing two sets of data to see if the components are tbe same or
different. . , - : Cooe

11 examining a set of data to identify any nﬁssing information.

III  sorting (filing, compiiing, posting, etc.). N .

e

v c]assifying (evaluate, assign, cata]ogue, select, etc ).

ce

v computing (inc]uding ounting of cases fa]]ing into specia} categomesx

VI abstracting (sunnarizing. condensing, etc.) .

VIL 'deducing/inferring. \ . .

VIII. creating/innovating (authoring) N L ' : R
!
IX -'no manipu]ataon described (Persans copies data from dhe place-to

_another- withbut any modification of it.).

(3 s 1]

_Third Dimension: Describes how many_characteristics,of a cése or the number

of rules that must be considered’by the worker in sortipg.or
classifying, or, more generally, manipuiating it, This di-
‘mension applies most clearly with tasks of sorting and clas=
sif&ing and less well with others. ' As tasks are presently
described in the cards, it was often difficult to be sure of
\the proper coding of the task on this dimension. Three Tevels

e of. desériptions were used

<
’

(44
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].: one or fwo characteristics are considered\ (fi]ing by numerdcal order)

.

2.;'three to five characteristics are considered. (c]assif?ing quaf? i C3c
. tions for low income. housing by-age, number of dependentsﬂand~inco .

3.' more than five characteristics are considered (planning act1v1ty
program’for senior citizens) ] : :

Fourth deension Descrﬁbes how we]l-defined the decision rules are'by wh1ch
‘ -@categordes are formed, Is the worker dealing with hard.and
] “fast (definitive) rules o general concepts/prdnciples.‘ A

Three distinctions were mades - ‘

1. there are specific rules and standards easily 1dentif1ed, as required
’ by the task.

-
T ),

o é., the nan1pu1ation of the data requires a technical meaSurement system,
. i ’ usual]y known only by a spec1a]19t.

3, the task requires the use of general guide]?nes without fixed rules,
#% usually verbal concepts, e.g. degree i need, urgency, risk, neatness,
. etc. (Management generally seeks methods of yemoving the task from
:this category to specific ru]es.) . ..

-
’

Fifth Dimension: Describes theknature or form‘of the‘outﬁut of the maniou]ation
-+ task. Seven categories.were identified and a_letter code used.

The verbs used in describing this operation include* informs, answers, exe
. p]ains, .gtves out, describes, discusses, offers, talks, provides #adxjses, rec=
onnends, tells, teaches, 1nstructs,_records, compiles, notes._ :

- -

»A. the data are placed in a standard written formor physfcai objects may
“ ' be hand1ed with standard operating procedures, e.g. filing, counting
L LI ) CaSh.

. _ B. the output is in written form but fo]]owing\only general guidelines
{not specified as in A). . v

C. the output is given to one or more persons in a standard form (s1mp1e'
1nformatid’ given in reply to a question)

N D. . the 1nformation is given to persons fo]1owing,on1x general guide]ines )
L (exp]aining, making a speech) LT SR . :

M L4




v B .
E. the information is given to persons but without any guidelines (found .
“ only,once). ‘

"F, the information is im written fﬁrm~$ut without éuidelineS'(aS'in
writing stories), { -

Ge ‘the infoﬁhation'is directly used by the worker in another task (e.gq.
worker studies a map to find shortest route and then drives by that

‘ route)

Sample t]ﬁster: The code‘for the most frequently found c1uster is as follows:

3

oy

8 I 11 A. This says that the worker deals with informa-
tion that comes to the work setting ready for manipu]ation,
that the worker sorts, files or compiles the inforiation 1in
some way, that the sorting i's rather simple, following well-
' specified rules and that the output is in a standard written
- 'o; physical form. This well describes many filing/coding
tasks and a]so a wide variety of other tasks.

We have used-the term, cluster to describe these configura-
tions of tasks.

'!
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FREQUENCY OF TAXONOMY o,nﬁnsxons

With the adopt1on of the task dimensfons. as Just described, all tasks
were then coded fo]lowing this system. In several cases coding was very dif-.
ficult because tﬂe task had not been prepared with these dimensions in mind.
The information most often lacking dealt with the third and fourth codes, the;
procedures followed by the worker in manipulating the data. In making the
coding decisions, the staff wére obliged to use their personal know]edge of
the task or work from the descriptions of the training content and performance

. standards,

Since interest was primarily in information handWing tasks (as contrasted
to thing, and people tasks), the cards were sorted to identify those tasks
with 50% or more orientation toward data and GED's lower than 5. A total of ~
531 such tasks was found, An additional 166 tasks with data orientation of
30-45% were also located and were separately analyzed,™ For purposes of the
fo]]owing d1scuss1on, tasks with 50% or more data or1entat1on were used.

With the coding system used, there was a potent1a1 of 4,536 different
clusters (B8x9x3x3x7), Below is a tabu]at1on of the frequency of appearance

.~ ‘ aﬁf/j")/ Table 2 . ~
T . Frequehcy of Tasks w1§g§§he Same Cluster Code .

P (Tasks with Data-Orientation of 50% +) .
Clusters Ogeurring  Number of Number of Percent of
On Clusters ‘Tasks_Involved ° Tasks Involved .
hce .74 L 14%
Twice 22 44 ' - 8%
Three times .. 8 24 : 5%
Four times. 3 12 2%
Five times 4 . . 20 - 4z
More than Five times 26 357 - - _67%
’ Total 137 531 - +100%

Note two important findings ‘from the’ above table:

1. a limited number of possible clusters (137) was found in this “sample
of tasks. A more extensive sampling of tasks would undoubted]y reveal a
]arger number of clusters: but a punber far short of the possib]e combinations.

2. 67% of all tasks was found to have the dimensions of one of 26 task .
clusters. Thus a study of a re]ative/y—]imited number of cTusters covers the ’
bu]k of tasks.

9




i‘”Characteristics of 26 Connnn Task Clusters , ,
It was ‘decided that further work shou'ld cohcentrate on the development of
cluster perfonnance measures for these 26 task clusters. The dimensions of
" these clusters were examined in detail. The freqqency that each dimension
occurred in the tasks and ‘the number of clusters represented are shown in. the .

table below.
_Table 3 ' -
Information Sources. . . ,
\ First Code ~ Nymber Number
s (Source of data) . of Tasks of Clusters
8 {comes to worker) .28 12
s 1 (SOP from written) 37 5 g ‘
5 (observation) .35 4. ¥ , .
- 2 (SOP from people) 15 .2 : ‘ ’
7 (exparience, educ,) 13 2+, ,
4 (elicit from people) 9 -
3 (search in written 7 L1
6 (memory of sources _0o ___0_
<! 387 - 26 -

Among the 26 c'lusters, the bu'lk of tasks invo'lve work where the informa-

+

The absence of tasks for abstracting, deducing and creating reﬂects the
removal of tasbs at GED Level 5 and higher.

S

-
v

. tion comes to the worker without any search required. {eode 8) ‘ ,
o o Table 4
Maniuplation in Cluster Tasks ’ -
' : Second. Code Number . Number
(Manipulation) .-of Tasks ‘ of Clusters
IV (classifying) . - 119 10
111 sqrtmg{ 111 . 5
& V (computing) . 40 3 \
IX (no manipulation) 39 3
1 (comparing) 35 -3
IT (missing data) 13 2
VI (abstracting) * . O 0 .
v VII (deducing) - -0 0
VIII creating) 9 0
357' 26




Table 5

Third- and Fourth Codes Number - Nunber _
] (Character15tics of Data)- of Tasks of Clusters E
1-1 (1-2 specific rules) 201 i 12 - -
1-8 (1-2 general concepts 6 ' 1 1
2-3 (3-5 general concepts 34 3
. 3=1 (5+, specific rules) ° 6 1 . . {
‘ : . 3-3:(5+, general concepts) - 7 6 :
~IX no manipulation 39 3 i
. ‘ | 357 26" i
Table .6 . |
» ' K Number . Number i
(051;32 ggg:lA ‘ of Tasks = of Clusters .
- A ﬁstandard written) . 2g§ a ]g . |
B (general written) : - —
) 357 - 26

Noée*that all outnuts of these clusters were written. This reflects
that the tasks were data oriented at a 1ow GED level, The task of a re-
ceptionist or guard d1rect1ng visitors to. the proper office, whi]e a sorting
task, is judged to have a 50% people or1entation and hence was excluded.
Tasks of presenting tra1n1ng material or counse]1ng were judged to have GED
]evels at 5 or greater. ke .

7t Table7 ' :

Clusters ‘ ~ : o
 Below is a Tisting of the codes for the 26 clusters and the number of
tasks found in each. (Tota]‘357) '

s

. " Cluster L . Number of Tasks

1 1 1 1 A&~ 7 i
i III 1 1 -A° n
1- vV 1 1 A 7 .

_ 1 IX A 12
2 III 1 1 A . 6 ’ .
2 IX A ' 9 .
3 I 3 3 8 A




, ‘Table 7 (continued)

Cluster / Number -of Tasks

5 .I 1 1A 7
. 5 IHI 1 1/4A : n
5 IV 3 3/8B -9
5 v 1 1] A 8

6 None / - 7

s
7 _IVv 2 -8B B 6
7 IV O /1 A - 7
{
8, I 111 A& 21
8 II 1/1 A 13
*®  III 1/1 A 77
8 III 3/ 1 A 6
8 ,IV- 1/ 1 A" - 8
8 IV 1 3 B 6
8 IV 2 3 A 12
8 IV 2 3-8 16
8. v 3 3 A 18
: g8 _IV.3 3 B - 21
' 8 vV 1 1 A 25
8 IX . A -

18

.
4

*The code for this most common cluster'is féad as:

8 the information all comes to the worker
II1 who performs a sorting (filing, posting, compi]ing) task
1 involving only one or two rules
.1 .of definite nature..
"A putting the results in standard written form or f1]es.




DEVELOPING MEASURES OF CLUSTER PERFORMANCE (CP“'S):'

The identification of task patters (clusters) that frequent]y'appeer
marked the first major product of the project. It is these clusters which
have been recommended as the units of validation rather than an entire job.
The project proposal planned to select out of the then undetermined number

lusters ten’clusteré‘for which performance measu}es would be designed.
T ese criterion task cluster measures (CPM's) would be applied to minorities
and whites, males and females and the results compared with their scores on
the USES Basic Occupational Literacy Test zBOLT).

Selection of Clusters . ' ’ .

A primary requirement for the selection of ten clusters from the 26 com-
_mon ones was that there measurement be feasible in large scale administration .
(possibly fifty examinees at a time). It would be more.difficult to admin-
ister measures for the following clusters: :

1. those which require current on-site observation of events, conditions,

or people (first code - 5)s This measurement could be handled through_
presenting a set of slides or a movie but this would be more costly. -
Hence the four clusters with codes beginning with 5 were excluded.

~ 2. thbse in wh1ch the worker seeE”‘”ﬁT’?mat1on from a'person, c1usters '
with a_first code qf 2 or 4, This situation-cduld be built for in- "
dividual measurement but hard to conceive in group administration.
. Hence these three clusters were set aside. N

3. those which require the worker to use general published references »
which are not direct]y oriented to the task (e.ge tests, encyclo=
" pedias) (first*eode 3). Aside from the problem of providing ade=- L
quate suﬁﬁ1ies for each examfnee, the more restrictive element is
that the worker requires more time in ﬁearching for the material and
few outpuy measures can be obtained in.the 25 - 40 minutes available
for any one of the CPM's. This principle excluded one cluster.

‘4,. those wh1ch requ1re a part1cu1ar past personal exper1ence or Specigi
education (e.g. selecting appropriate ‘games for handicapped children, °

building menus for certain diets). This problem put aside two e
" clusters with a first code of 7, . I . Ve -
. S _ - o L
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/,/ 5. those which require knowledge of a complex set of rules to be learned
/ and applied (third code at level two or three). There would not be
/ time. in 25 to 40 minutes to provide this instruction, This is es-
7 " pecially true if the manipulation of data involves general concepts
rather than hard rules (fourth code of 3), This restriction ru]ed
/ o . out five of the c]usters beginning with 8.

The above restrictions suggest that 15 of the 26 clusters could not
readily be measured in the 1imited time/group setting. - This left 11 clusters
for consideration. Cluster 8 III 3.1 A was examined and found to be a de-
scription of the task of taking dictation (coding of multi faceted speech var-
iables according to fixed rules with a standard written output). Since the
\\\\\\\\\\ examinees would not have this skill, the cluster was dropped. *For the remain-

ing ten clusters, typical tasks were developed from which 13 possib]e measures
i may be obtained.

-

Cluster Code . Brief CPM Description
‘Q__ I 1 1 A Comparing addresses on'cards in a 3 x 5 file box w1th

those on a Iist.

8 II 1.1 A .Checking missing data in a set of application forms.
8 ILII'"1 1 A Filing and a]phabetizing a set of appliance dealer's
R R cards. : '
o '8 I A Copying data on housing qualifications.

Classifying the size of apartment for which cases are
qualified. ¥

A Transcribing data from set'of app]ication forms to a
e summary sheet. . N
gggigg\data,from same set of applicatfon forms.

A
s 0 ‘o
- [ ]
-
-y o
— — L
> > >

Comparing addresses and .phone numBers on a.list with -
| ‘. M . Lt ' Lo e

- those in a telephone directory (different from #1 on]y

S ' in that a search must be made for the phone numbers 1n

. ' = . a standard outside, reference).’

_}—TII1 1.1 A Sorting zip code§ by, the first three digits (c onpiling .
T LUE data). L ‘ : (
L 1 _ V- 1 1 A calculating postage charges for sets of maiT

-V I E A Looking up'phone numbers 1n a standard directory and
) » Co e ogzigg them.” | ‘ _ '
| ) S e s T 04 o '

Comgut1d§ data from personnel report (includes counting).

4
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Reguirements ‘ S .

+ In developing the performance measures for a given cluster, the task
cards for that cluster were examined to 1dent1fy typical tasks. It 1s 1mpor-
tant that the criterion measure exactly reflect the dimensjons of the cluster
definition. All aspects of the process used by the work must be involved
in the CPM." The part1cu]ar subject matter or forms that\are used are of lit-
tle 1mportance as long as techn1ca1 know]edge 1s not required (input dimensions
6 or- 7) (In support of this pbint, it was later found.that persons with
Timi ted literacy ability could accurately do tasks involving the use of con-
cepts such as certified and registered mail without hawving know]edge of just
what they mean, other than some kind of mail.) ’

Tasks in which a minimum of equipment and supp]ies were sought to reduce ‘
costs and administration prob]ems A range of difficu]ty was believed desir-
able to relate to a range of ]1teracy ability as represented by the BOLT.
Instructions . . )

Instructions were made as simple as possible. Practice exerices yere
introduced to.enable workers to understand the process and encounter any dif-
ficulties they might find. They were encouraged to ask questions. Adminis-

trators were told to repeat instructions as needed. On the one hand standar-’ )

" dization of measuPement was sought to make performance comparable across
groups. On “the other hand the administrator was to be more\in,the role of a

ra

supervisor trying to make the task clear to the worker. j ¢
)

N Y

Time Limits . .
\ It waé felt that on only a few jobs is there a premium on quickly comp]et-

ing the task (e.q. keypunching)., Therefore it was felt desirable not to have -

réstrictive time Timits to reduce the perfbrmance of s1uw workers. Early

- _drafts of the CPM* s were tried out on groups. without time 1imits. ‘It was .

" found that a few persons would continue WOrking long after all the others had
" finished. Rather than to cbntfhue at such lengths it was “decided to seek a
- time limit w1th1n which 90 - 95% wou]d finish (See Resu]ts for actual % com—

p1et1ng ) I : - T
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Performance Measure n \ ' o .
Performance on each cluster was Judged in terms of the number of tasks .

‘performed correctly A CPM results were checked by two persons. Any ques-

tions were referred to a Chief Scorer. For each measure the number of tasks

. attempted was also recorded. These results were used to evaluate the time

" 1imits but not used in the validation analyses.

¢
«

A1l directions for administration, recording of performance and preparing
measures are presented in the Appendix.
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PROCEDURES: FOR-THE VALIDATION STUDY
'+ Subsequent tq the deveiopment of the CPM's, the ‘study objective was to
_ ascertain the reiatiohships of the Basic Occupationai Literacy Test (BOLT) o
" test scores to performance on the various task clusters. BOLT is a test of ’
basic reading and arithmetic skills for use with educatidnaiiy disadvantaged
‘adu]ts. Reading skills are assessed by a Reading VocabuJarv subtest and a
' Reading Comprehension subtest. Arithmetic skills are assessed by an Ari- .
.thmetic Computation subtest and an ‘Arithmetic Reasoning subtest. ' . o

" BOLT Reading Vocabuiary (RV), Reading Comprehension (RC), and Arithmetic
Computation (AC) test forms are available at four levels of difficulty. <
BOLT Arithmetic Reasoning (AR) test forms are avaiiabie at three levels of
difficulty. :

The, conteqt of BOLT items is generaiiy suitable’ for adults; - content per-.
- taining to schooi, toys, and other children's actjvities is not used In
. general, reading content is similar to that found in newspapers " popular
magazines, or nontechnicai instruction manuais.

Time 1imits for BOLT are generous enough to permit most individuals to
attempt to answer every item, 15 minutes for each Reading test and 30 min- . .

- utes for .each Arithmetic test, . - o ’

© e

Most of the applicants who are scheduled to take the BOLT will be the
same applicants who are” scheduled to take the Nonreading Aptitude Test Bat-
tery (NATB). _ . Y

w

~ In additjon, anyone who is scheduled for a Spanish Lapguage version of ‘
the GATB or NATB_is given the BOLT to see whether he can be placed in ) v )
Engiish speaking training or-work environment. S - -

. There may also be instances when an individuai has been given the entire !
. GATB or a certaﬂn SATB and the Counseior has doubts about the_ adequacy of
the individuai s literacy skills for immediate empioyment or occupational °

- training. Such an individua]yis;schedu]ed for BOLT testing.-

-




Study Design’ )
Because BOLT had ‘been 1ntroduced only recently to the State Emp]oyment
Services, there were few cases available where fo]]ow-up ‘would hdve been
poss1b1e. Instead a different type of study design was adopted, more 1ike
a concurrent validation study yet of a different nature. It.was planned
to -administer the BOLT and the‘CPM's at'the same time. This arrangement T
had both advantages .and d1sadvantages. It meant‘that there would be no ‘
loss of sample between pred1ctor and criter1on measures «thus avoiding a -,
'. restr1ct1on in-range. More, standard contro] of cr1terion measurement
could be achieved contrasted to obtaining measures over a nyriad number
of emp]oyment sites. * 0n the other hand, task clusters of very simple nature
. would' have to be utilized, where previous eXper1ence was not necessary to -
the performance of the task. (It was later’ found that on]y about 10% of’
the- samp]e ‘had ever had any pa1d experience doing anyth1ng 1ike the tasks )
' The lack of time between pre&1ctor and criterion measurement is both dis--
advantage and b]ess1ng. On the one hand, there was not the usual lapse of
time ohcurr1ng in enployment but on the other hand there were not the un-
fortunate mod1fy1ng effeéts due to:d1fferent1a] training, supervision, '
kind of exper1ence. length of exposure. etc. that happen in the customary
interven1ng per1od

.

-

< Col]ect1on of Data.
The United States Emp]oyment Service made arrangements with the

,Employment Seryices of - twelve States to administer BOLT subtests and.

CPM's to persons for whom. the BOLT.wa§ considered appropriate. Staff of

the American Inst1tutes for'ﬁesearch visited the testing and research

staffs of the se]ected States to.describe the program, and 1nstruct them -

in the data col]ect1on procedures. The cooperation of these State person-

nel was excellent and their contr1bution to the-project: is greatly appre- -

c1ated T : '

-

'.p J»/”' . i
East State was/asked”fo‘prov1de a particular se the total
, sample, covering certain BOLT subtests, certain CPM's, and certa1n ethnic/ \
racial groups. States were selected in part in light of their ‘ability to ¢

_provide certain ethnic/racial samples. A1l States were asked to obtain an

LN
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even balance of ma]es and females for all groups and this was achieved to
a large extent. : ‘ . ) e .

It was planned that no person wou]d be asked to take more ‘than two
BQLT subtests.and three CPM's requiring~a maximum of three hours. As it-

- turned out, it was difficult to get the number of persons required, and
since some persons were willing to take more time, additional BOLT tests
were given and occasiona]]y more .CPM's were administered .In all. cases
Form B of BOLT was used, a form not regularly used ‘in the field. The Wide
Range Scale was administered first to determine, a]ong with reported edu-’
cational leve], the level of BOLT test to be given to the particu]ar indi-

- vidual. Generally whi]e these were scored, a*CPM would be given. This !

would be fol lowed by two BOLT subtests, either the arithmetic tests or the
reading tests. Fina]]y the ‘remaining CPM's were administered. Suitable
rest periods interspersed’the‘administrations. R :

m N ' ’ . , “ T
It was not easy%tolobtain the desired sample of persons and the State

" personnel are .commended for their work in gaining cooperation of various

groups to participate (voluntarily and without pay) in the study. People ‘
'were .obtained from such places as manpouer training programs (MDTA), walk- .
ins at ES offices, WIN participants ha]f-way house for ex-offendors GED
training c]asses Neighborhood Youth Corps Program, prisons State Voca-

. tiona] Rehabilitation Service, and Indian Réﬁirvations. The search. for
vo]unteers was made more difficult by the requirement that they fit the

. ethnic/racia] requirements and have a low literaCy level appropriate for
BOLT.- The "period origina]iy planned for coi]ecting data had to be extended
severa]'times to allow for collecting an adequate samp]e of ai] groups.

v

It was particularly hard to gain cooperation of Indian groups. Many
times sessions were schedu]ed on1y to. have no one or very few Indians ap-
pear. ' Thus the Indian sample is the smallest and: the full cooperation or -
motivation of all partdcipants is subject to question. T

The wide variety of settings and motivations for the measurefent ses- A
sions is considerable. The fact that the data show. considerab]e corigruence M
despite this wide variance attests to the competence of the administrators..




Whi le there are’ several cases of unusua] score patterns it ¥s° remarkab]e
that this did not occur more “often. ft seems c]ear that in sOme cases the
7 exami nee whb was doing reasonab]y wel‘l suddénly ecided to. guj t trying and
" attempted very few items. Frustration, decrease
acg\gns. headaches etc. a1l could easily provide eviat!‘resgonses over
(“\\the fa1r1y*1ong sessions._ : -

' ' . oy ‘p L
" Background Data'Sheet ' . oo

In addition to tne BOLT subtests and CPM measures, each volunteer was -
-asked to comp]ete a-personal background data ‘sheet (see Appendix) This .
' form requested information on- age, sex, education, angd ethnic/racia] back-
ground p ‘ -
Data Analysis “_5 e T .'~\ N

_ This study has 312 component parts.  There are four pﬁedictors (the S

four subtests of BOLT). There are thirteen measures of task performance,
" and there are six groups of persons (4 éthnic/racial and 2 sexes). - : ‘.
,4x13x6.= 312 For each of these components a separate §cattergram and
~associated,statis§ics nere produced. These statistics are number of cases,
mean and etandard deviation for predictor and»criterion, correlation coef-
ficient, intercept, and slope. Tests of signifiéancg were run for all
group differences for predictor means, criterion means, corre1ations inter—

cepts and s1opes. . ©

. . ’




The_}inaI saﬁp]e on which the analysis was run had tﬁe
‘.. ‘

‘characferist1c5g

-

'/Ethnfc/racia} Groups
Hegro
Indian
White *
Spanish
- Total

~

Feﬁa]e

.'.\ g Male

Age.

16 -
20 -
25 -
30 -
“40 -

[3 60 -
Education

Grades 1
7.

~

-

More than

* Removed frey later analyses.

16
19
24
29

39
49 °

59
69

6

1N
12

12 -

. < RESULTS

!
525
442
596
530

2,093

1,044
1,04

12%
617
594
319
318
151
66

16

x
1,408
488

07

~

3

42

SAMPLE DESCRIPTION

-

1Y

2
25.1
21.1
28.5
25.3

100.0%

49.9
50.1

'6*
29.5
28.4
152,

. 15.2

7,2
3,2

4.3
67.3 -
23.3
5.1
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Wide Range Scale - Part 1
R 18 .9%
2 55  2.6%
-3 132 . 6.6% .
W 4, 180 e
5 - 291 13.9%
6 354  17.0%
7 .343  16.4%
8 299/ 14.3%
No Score 416 - 19.9%
BOLT
AR Level N 3
1 770 61.4
2 388 30.9
3 9% . .7.6
4 1. .
Total 1,254  100.0
A 1 583 45.7
: 2 266 20.8
3 294 23.0
4 . 132 10.3
Total 1,276 99.8
RC 1 457 70 - 35.8
T 287. 22.5
3 © 464 36.3
4 70 . 5.5
Total 1,278  100.1
1 455 - 35.6.
- 2 287 22.4
3 ~ 36.5
4 70 5.5
Total - 1,278  100.0
- 32

’T4§5'“:

461

.Part

12
38.

. 97

162

228

322
401
367

1 103.6

109.6

11

6%

1.8%
4.6%
7.8%

10.9%

15.4%
19.2%
17.6%

"22.1%

Std. dev.

106.8

20.36

21.22

+
o




. S

-BO'LT .y ) \. o‘;' . " . -~ . . ) {

. éED Level N %
AR . 15 9.2 , o
2 . - 566 - 45.3 - ' A
- 3 232 18.6 '
’ 4 337 27.0
AC 1 W1 NaA
2 655  51.4
3 277 217 -
4 200 ° 15.7 "
RC 1 177 139 g -
2 590  46.2 .
3., 386  30.2
: 4 124 9.7
RV 1 106 8.3 S 3
- 2 565  44.2 ”
3 39 25.0
. 4 288 22.5

Comments: The sample described above is somewhat differerit from the sample -
on which the BOLT was standardized. The latter had a~higher proportion of
persons'(about 25%) for whom the easfest level of BOLT is appropriate
(Level 4). . : . f

The. educational data for the study sample suggests that 5% had higher
than high schoo] education ‘this additional education would apoear to have
been a scattering of specia] training courses of a wide variety rather than
schoo]ing at the co]1 ge level

4

The average performance on BOLT is also above that of the norm group

as shown by thé mean standard scores on the four sub- tests (ranging from

103.6 to 109.6). Variab1]&§ies, however, were very close to the norm group-

PR 4 ~
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.+ CPMPERFORMANCE -

N .
. -

The f6110w1ng table shows the overa]% results -for each’ﬁEasure of cluster
performance The d1str1bution of scores in all cases. is skewed to the left. '
, Host persons had relatively few errors, as one would hope to fﬁnd on the job.
With greater experience with the tasks, ‘one m1ght expect the proportion of °
errors to be reduced. The difficulty ranged from .2% errors, for copying ap-
plication” data to 46% errors in lecating and summarizing :personnel informa--
tion. /The personnel task was deliberately selected to 1nc]ude one CPH of
greater complexity. ’ N ¢

~. To maximize validity coeff1c1ents. it would have been desirable to have
a more normal d1str1bution of cr1ter1on measures. It was felt, however,
that the object1ve of these task measures was not to obtain maximum differ-

entiation but to seek a refTection of perfannance on real tasks.
A

The re]1ab1]1tfes of the CPM!s were gstimated by means of the Kuder-

R1chardson formu]a 21 . L
L 4 4 \ r n G% - iii]
. tt = .~ i
. (rl"l ) Ut

All CPM S but one had a re]1ab1]1ty of .90 or higher. ' One wouid have pre-
ferred a higher reliability for Locating Personnél Information (.74). With
only fifteen items in this CPM it was diffieult to obtain the desired re-
liability, yét this s ‘far higher reltability than many criteria have. -
Intercorrelations of CPM's - l ) S -
Because all CPM's were not given to all persons in the sample, it is

not poss1b]e to have a complete picture of all the 1ntercorre1at1ons Below "
s a table showing the reTationsh1ps where at ]east 50 cases are available.

The median 1ntercorre]at1on is .46 reflecting about 20% common variance.

" The .r's range from .19 to .86. The highest correlation reflects a pair of
scores from'the same task, coaing and copyfng app11cat1on data (.86). 'The
second highest correTat1on is for copy1ng vs compar1ng telephone information

. ( 81). . . . ‘




N
There i% 1nadequate data to,complete any factor analysis of these data
U but it seems clear that there is a Strong general factor, probab]y re]ating

. to understanding instructions and‘"ffénding to work. There is no evidence -
eF L that conyinsa Comparing, and-c]assifying are unique: activitfes: SRR

-

W
-

: Administration of CPH's ' : ' 7
: . The time 1imits estab]ished on the basis of the tnyouts were 1ntended
to be quite generous, allowing practica]ly all persons to findsh.’ With the
.exception of ‘two CPit's an average of 7% of the persons did .not attempt all °
the items. In some cases it appears that additiona} time would not have
Ted to completion of the CPM. In severa] cases 1t>appeans that the in-
structions were not understood. - In other cases while a half dozen correct .
. responses were recorded, the remainder was just not attempted.

_ The Comparing and Copying of Te]ephone Information had partitu]arIy
S high rates .of non-comp]etion, 23% and 32% respectively. Several persons
oomp]ained they had trouble reading the fine print in the phone book and
" in time gave. -up trying.* There was a simd]ar but lesser effect with the
use the Zip Code Directory. This difficulty undoubted]y affected the
validity pattermi of these CPM's,

k]

-
¥

‘Some‘ groups complained they had not been. told to bring their giasses.

.o

J

B . . “a .
+ ~ ¢ 48 . T : b
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. _”‘v.'
f




*Mean number of errors divided by“mean number attempted.,

.l: v -\N s
: _PERFORMANCE ON TASK CLUSTERS, -
S 5 1 _
No. . . %
- - of . - Std. Avge , | % * Rel, '| Did Not
—_— ‘N | Items | Mean | Dev. |[Errors |[Errors | KR-21 | Finish
Checking Applications 581 | 43 |39.8 | 5.57 | 2.9 7 94 |2
‘ 8 II 11 A . ' _ ,
Comparing Addressés 589 | 78 | 704 | 738 | 65 '| 8 | .0 | 5
8 I. 1 1A ' N
Comparing {e]e%ho?e information " | 588 50 37.8 11,40 7.7 17 97 23
Copyin? Te{iphone In;ormation 558 628 |538.5 ' {140,02 {5.2 3 .99 324
Classifyin Apg]iance,Dea]ers 630 58 55,2 . 7.79 2.2 4 .98 4
8 III 1 A . ) . :
A]phébetizing Appliance Dealers 586 58 | $6.1 3.86 ‘1;6‘ 3 91 2
.8 III' 1 1 A -
Coding Application Data 580" 70 | 66,5 | 8.86 | 1.9 3 99 | 7
8- IV1 1A : '
- Copying Application Data 582 | 224 1217.9 | 24.07 0.5 2 .99 7
. 8 IX A 1 ‘ '
Copying Housing Qualifications 581 46 42.9 5,63 2.3 1 5 95 b
8 I A : -
Classifying Housing Qualifications | 581 46 39,2 9,08 5.9 3 .96 6
8 IV 1-1 A ‘ .
Locating and Classifying Zip-Codes | 592 35 32.2 5.55 1.7 5 .98 8 . )
) 1 III 1.1 A . . ‘ . ,
Locating Personnel Information  ['523 | 15 | 8,0 | 3.40 | 6.7 46 V74 9
.8 ¥V 2 1A : . ’
Calculating Postage Charges . |521 {. 61 |50.5 |13.46 | 7.1 12 .98 | 15
1 V41 1 A . ‘ ‘
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VALIDITY OF BOLT SUBTESTS

P

o

A
.

'Bewa is ‘a table which, summarizéé the correlational .data of the BOLT~D

subtests by showing the median r for the thirteen CPM scores. These data
suggest ‘both statist1ca]]y and practica]]y significant re1atiohsh1ps be-

. tween BOLT subtests and the var1ous cr1ter10n measures. - e

v

SUMMARY. F HOLT VALIDITY CQE_FFICIENTS

T s l’EdIﬂN CORRELATIONS FOR THIRTEEN CPM MEASURES B
| I mic/Raoior- & s " epmong
‘ v Ethnic/Racial” Groups ‘ ex Groups
u ' .. (52 r's) M
Arithmetic Computatioh . A7 % W46
Arithmetic Reasoming WA : S 3T
ReadingﬁYocabu]anxg' —~ .39 - ’ .37 -
Reading Comprehension SR .40 o o ’}40 ‘

P

Out of the 312 validity coeff1c1ents, on]y twenty-two (7%) failed to
meet the 5% level of s1gn1f1cance of difference from 2éro, This suggests
that the eighteen casewaere just random deviations drawn from a popula-
‘tion where there'is truly s1gg1f1cant corre]at1on.h Tﬁis'is not the case,
The devﬁat1ons came largely from Ind1an groups (10) and from two CPM's (10),

. Copying App]1cat1on Data and Alphabetizing Appliance Dealers, These CPM's
have low efror rates. . ¥ )

On the other hand 25% of the va]1d1ty coefficients are .50 or h1gher,
with those for Ar1thmet1c Computation. exce1]1ng. For this subtest twenty-
eight correla;1ons out of fifty-two are .50 or higher. 0f the four BOLT

tests, AC has “the highest prediction for ﬁost groups. -
I FREQUENCY OF HAVING THE HIﬁHEST VALIDITY COEFFICIENT
o /’ : g “ Amon Among
, Cobgre e . .,£thnig/Rac1a] Groups . ' Sex Groups
*’% gt AC . ‘ 35 B 8
- R 7 - ~ 6
, ' RV - B -0
T 9 ‘ 2

RC

o
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arolp PERFORW\NCE B

™

Lo |
. The means and standard deviations for performance on BOLT (4 subtests) |
. and CPM (13 measures) are presented in detail in the Appendix. In the in- %
terpretation of these data it is fiportant to remember the nature of the )
samples invo]ved o - . . ) o

. 1. the sample for any racia]/ethnic or sex’ group is not a represen- '
: tative or random" sample for that group. No conc]usions about the level of
"group performance can be made by the comparison of samp]e means. oo™

2. the samp]e within a group is not the same from one CPM to a]] the -~

‘others. Thus, if it appears that, for example, .the Indian sample does bet-

ter on copying telephone information than in calcu]ating postage charges,

this difference _gx.refiect only the difference between two non-random

samp]es of Indians. . : . ‘ \

3
P )

This set of conditions means that emphasis must be p]aced on the re- :; .
1ati0nships found. between a CPM and BOLT within samples.

)

e

BOLT Performance ..

o In al1:but one case the scores of Whites on all subtests of BOLT was
significant]y higher than that for Negroes, Spanish, or Indians, The
scores of males and fema]es were genera]]y not significantly different. R
~.In 6 of 13 cases maJes had higher scores on Arithmetic Reasoning. , ‘

k4
~

CPM Performance
In 35 of 52 comparisons (67%) Whites performed better than the Negroes.
In 25 of 52 comparisons (48%) Whites performed better than the Indians, But
in only ]6 .of-52 comparisons (31%) did the whites excel the Spapish. In’
on]y one case did the minority group have higher performance ‘than the Nhjte
'group. L ) .

9 14

b

In no caseés did the male CPM performance excel that of the‘females.
On the other hand; females had higher performance in 36 of 52 comparisons .
(69%). | K ST o : x cl
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GROW DIFFERENCEEIN VALIDITY <.

The va]idity coefficients, slopes, and intercepts for all within group

correlations are presented in the Appendix. The tab]e beloW“summarizes the

frequency with which the size of the vaJidity coefficients differed between
the 4 ethnic/racfa] groups.

s w

T ~ Table 8 e, B
Number of Significant DifferenCes between Ce L .
LT Validitx,Coefficients for Pairs of Groups ' ‘
Total * © . Total  Mumber Found

BOLT Number of No Signif. Signif. at Signif. at ~ Signif. in Indian
Subtest Comparisons Differences 5% Level 1% Level Djfferences Comparisons

r

AR 78 66 6 6 12 8

AC 78 . 73 2 .3 -5 2

RV 78 68 4 6 10: 9

. R a8 - 10 2 . 87 -8 -8

Actual 312 - 279. 7 W4 21 35, - 27

Expected ’ T, 29 12 . 4 16 4
by chance’

- The thrity-five 51gn1f1cant differences in the correlation between
groups do not _occws:in a, random fashion. Rather they concentrate in dif-
" ferences involving the Indian. groups (27 differences)' 'Moreover, the sig-
“nificant differences with Indian groups arise largely from two GPM's, - ,
Comparing and Copying Te]ephone Information (19 “differences). This strong]y
suggests that something deviant occurred in the administration of these mea- :
sures 1n this® group of Indians (both CPM's were given to the same group). .
(Their performance scores were unusua]]y high with a sma]] standard dev1a-
_tion .producing low correlations.) The differences, apart from this one
y group, reflect the number expected in a popu]ation where there are no frue
‘differences in corrélation, : , - .

. ‘In the comparison of ma]e <and fema]e va1idity coefficients (13 cPM!s
- X 4 BOLT subtests = 52 pairs of r's), two' s1gnificant differences were
obtained. By chance 2 6 would be expected. R o~ ,

) 0vera]1 a]] groups there does not appear to be any serious ev1dence
for d1fferentia1 validity, - - . - ‘

-

*4 racial/ethni¢ groups permit six comparisons of group resu]ts. There are.
six such comparisons for each of the 13 CPM measures, “or 78 comparisons for
each BOLT subtest. = . - .. : -

4
- . ) . . ’
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" members of the sub-grqup" (Cleary)
‘ by examin1ng the slopes and interceptsgof the regression ]1nes.

TESTQFAIRNESS ; :
v(\ “ ” . 4 d ‘/

" While two groups ‘may not have significant]y d1fferent validity coeff1-'
“ cients, neverthe1ess a "test is biased if' the criterion 'scores predicted
from the connnn regression line is consistent]y too high or too low for
The fairness of the test may be judged
The cructal
question is whether or hot the test underpredicts the. task performance of

the minority group. (L1nn) - L . .o

/

- Ethn1c/Racia1 Compar1sons

'Below are the tab]es vhich show the frequency of d1fferences in s]opes
’and ‘intercepts by level of statistical sign1f1cance for the ethnic/rac1a]
comparisons with the White group,

Table 9

Frequency of Slope Differences by Level of Significance
-Ethnic/Racial Comparisons

Total

Level of Significance WeN Wel® © WS
Above the 5% level 3 30 . 47 110 -
Between 1 and 5% o 11 _ -7 3 - 2]
At 1% or lower- 8 15 2 25
-% of Comparisons at ©°  37% 424 104 29%
5% or lower .o
, o Table 10 - ’ .
' Frequency of nterceg D?fferences by Level of S1gnif1cance
Ethnic/Rac1a1 Comparisons : . ;
Leve] of Significance ~ WeN LR . WS Total
" Above the 5% level | 34 30. 47 1
Between 1 and 5% - - 7 . 3 52 12
At 1% or lower - 11 ' 19 - -3 ' 33
" % of Comparisons at . 35% 42% . 10% .29%
5% or Tower ,
WhitesSpanish. The number of significant difference; in slopes and inter=

cepts between the White and Spanish groups (8) is not greater fhon chance

{2.6). No unfaimess would arise in treating these groups with a common
regression 11ne for all BOLT subtests and all CPM's.

45 b
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. - N \ N . N Ak -
K . - . - . v
[ ’ -~ . BN
» . -
b >

w5




PR~

- WhiteJNegro. There are more than chance differences in. slopes and inter-

Std. Dev. Arith..Comp,  18.67  18.46 £17.99  18.23

-
I
el K

cepts betwveen these groups. Of ‘the 18 significant differences out of 52; ,
~in 16 cases the Negro intercept is lower (criterion perfbrmance overpre~ .

dicted). The standard deviation of Negro .CPM performance is almost always
considerably. greater. ] .

. , To tunderstand the,characterist1cs of these differences, the scatter- '

plots were examined It was found that .the significan%.differences in s, =7
slopes- and intercepts arose because of 'd very few deviate cases. For ‘
examp1e, the scatterplots for Arithmetic Computation and A]phabetizing

Appliance Dea]ers ‘Jook Tike this‘ e

“Afphabetizing ' | . AJphabetizing . '
Appliance , Appliance *.- . ‘
Dealers - " Dealers )

371 X

- © R 3é x N
1 X . - ' ¢
Arith, Comp. . Arith. Comn.
Negro Group - : _White Group

. The two deriate Nedro cases and one deviate White case were removed -

" “and a]] measures reca]culated. The results before and-after were as follows: . -

Before Y., . After - \
) Negro Whi te « _ Negro White
N 72 117 70 116
™ . - .350 - 4297 .280 357 7
' : slope - 137 .036% 042, <.033 .
v . intercept 40,01 . 52.48* " 51.45. - 53,04
N Mean Alphabet.  55.07  56.77 . 56,13 56.95
Std. Dev. Alphabet. 7.34 S2.25% L 2,72 . 1,72%*
Mean Arith. Comp. 110.0 -  118,26%* 11n.7 118, 35%* )

Y

*Signffftant]y different from the Negro value at the 5% level.

.~~~ _**Significantly different from the Negro value at the 1% level.
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Thus it was found that the significant differences in slopes and inter=-
cepts found in the summary'statistics disappeared vhen the few deviate
cases were removed, ~As a resu]t 'all the other Negro, Indian and White
’scatterpiots were exXamined with care, . In many piots a few persons. (one “
to five) had criterion performance more thah three standard deviations be-
Tow the remaining cases. These deviate cases were statisticaiiy removed
from the scatterp]ot and new s]opes and intercepts calculated, with -the. ' ‘ -
fo]]ow1ng resu]ts. ' '
white°Indian. After removaf of deviate cases, there were only three com-
parisons out of 104 in which there was a 51gnifican%gdifference in slope
- or intercept. This’ 1s a chance occurrence,

»

lhite Negro. After removal of deviate cases, there were stiii 22 out of
104 where ‘there were 51gnificant differences, These centered in the fol='
lowing relationships: : . )
1.’ Locating and Classifying Z1p Codes vs AC, AR, RV and RC intercepts
and slopes. (8 comparisons) ..
2. Ca]cu]ating Postage Charges vs AC,. AR;“RC (but not RV) 1ntercepts
and slopes. (6 comparisons) B
3. Classifying Appiiance Dealers vs AC, AR (but not RV or Rc) 1nter-
cepts and slopes. * (4 comparisons)

, ~

1

|

|

Sex Comparisons : , i
Slopes.,, “In 18 of the 52 regre531on equations “the maie iope are 51gn1~ 1
ficantiy larger than thesé for. the female groups. These differences -reflect !
in. iarge part the higher ‘standard dev1ations of the male group on the CPM's. '$
1

J

Intercepts. .In, 25 of "the 52 regreSSIon equations the male intercepts are .

~ smaller than those for the fema]e groups, - Since the a values are partially

determined by the s]opes, these differences are also affected by the dif-

~ ferences in standard deviations. -

. Removal of Dev1ate Cases., The same cases wete remoVed,from the Male and .

"Female scatterp]ots as from the raciailethnic p]ots. After their removal, "

there were still 16 comparisons out of 104 that had significant differences

in slope or intercept. These centered in the foiTowing reiationships, ) .o i
]
i




1. Locating and Classifying Zip Codes ys AC, AR and RC 1ntercepts and
slopes. (6 comparisons) : . o e )
: _'2. Copying Housing Qualifications vs AR (s]opé and 1ntercept) and AC ~
(intércept) 3 compar1sons)
3. Copy1ng Application Data vs RC and RV intercepts (2 comparisons)

4. Copying Telephone Infbrmat1on vs AC and AR intercepts, (2 compari-
sons)

It appears that in the function of copying, the, Males with the lowest
1iterad& skills do not perform as well as their Female counterparts, HMany
persons of-hoth sexes with very low literacy scores demonstrate the ab ability -
to copy. But apparently in this group are more Males than. Females who do
not have the motivation to demonstrate this ability. Similar perfonnance
‘occurs in the handling of zip codes. ' '

~ 9




~ DISCUSSION-

Performance'Cnaracteristics Related to Cluster Dimensions - - o *
~ The ten clusters varied in the nature of the information-processing

" performed. . Three dealt with comparing, thrée invoived copying; ano séven
reduired classifying. The last group had three levels: in two cases. tne'
classification involved onJy a sing]e character of the data (e.g. first
" letter in the name), three CPM's,required use of two characteristics (e.q..
judging housing qua]ifications), and two CPM’s called for the use of three
characteristics (e.g. postage rates) ‘

The average error rate is related to these dimenions. Copying CPM's
average 3.3% errors, while comparing stands at 11% errors. With classifi-
cation tasks the error rate is about the samé when involving one or two
characteristics (3% and 4% reSpective]y).\ The average error rate jumps

. considerably when the person has to deal simultaneously with three factors
or rules (46%). These data suggest to a work designer who is arranqing
work for Tow 1iteracy persons: .
1. visual comparison of sets of data risks moré errors than direct -
copying. - . '
- 2. {f a job obliges the employee to deal with more than two char-
acteristics of- the<information {or rules), then either provide
supplementary job aids, or break the task into two steps which.
* " will avoid the three dimensions. : .

Whether or not these’ suggestions apply to those who are above minimum
literacy skills remains to be seen.

Retative variabi]itz (standard deviation ¢ mean) also differs anang

‘ these grouos of CPM's. Copying and comparing tasks have about the same™ -,
reiative variability (.17 and .18). The thrée levels of classifying have
corresponding relative yariabt1ities of .10, .18, and .35. Thus simple’
tasks of comparing, copying, or sorting require a, 1arger number of items
in order to obtain a re]iable measure.

. ¢
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Average validity coefficients for the BOLT subtests vary by task

dimension.as follows: . . T
copying : © .37 ‘ , - C
) . comparing - ” .37 ‘ ‘ i
classifying (1 char. ) .30 ‘
classifying (2 char.) A3 0 T
classifying (3 char.) .56 :

Thus the BOLT ‘tests appear to provide higher predictions as the task
is more complex. ’
Construction of CPM's. The task clusters used in this study were
deliberately selected to be easy in order to be feasible for administra-
tion with low 11iteracy persons, in group sessions and in short time periods.
BOLT was validated against as many as three task clusters in a single
“setting." As measures dre developed for other task c}usxers,,it will not .
be as feasible to cover several CPHM's at once. The construction of CPM's
wT]] be somewhat more difficult but no different from creating other job
production measures Taped {nstructions (as in dictation tests) can pro-
vide standard inputs to workers. Similarly, taped outputs of the worker
can be scored later. Objective forms of job performance _Measures will
become more common in 1light of the demand for_unbiased eva]uations in .
personnel administration. LT , : ’ .

"Pure" Cluster Measures During administration of the CPM s, State
testing personnel pointed out that some measures were not pure, that is,
the task called for performance’ on-more than one dimension. For example, =~ .
in Calculating Postage Charges the worker not only has to calculate =
(dimension V) but also has" to, follow as man} as two rules in f1nd1ng the
proper rate for’ a given kind of mail (dimension IV). Suoh mixtures of
dimensions are not desirable. Separate measures of each dimension would

.be preferable. o ' -

Content Yalidity <. ‘ : ' g ; ‘
. A "psychological” anaTysis of all subtasks 1nvolved in-Calculating
o - Postage Charges would reveal a minimal requirement for readinq VocabuIary.
' The task in¢ludes -some technical tenns (e.g. certified mai]) but they do

-

.5'0.’ . ‘
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not have to be understood in order to do. the task. (Most successfu] task .
performers could not have exp]ained the difference between certifiegiand
registered mail. ) It seems unlikely that RV would have been séigcted to-—
predict performance on. this task.' Despite the minimal overt orfﬁovert

use of vocabulary in the task, RV correlated in~the .40's with this module.

(Va1idation ‘through content va]idity would have ruled out this prediction
’ source

-

A -common source of variance does exist in.the two measurement‘situar
tions. It seems 1ikely that it 1ies in the respohse to simple verbal in-
structions, the kind a supervisor might employ on the job. Those persons

,‘who had difficu]ty in accruing a simple vocabu]ary may also find it .hard

to follow the verbal directions at work. ~This common source of variance
may underlie a significant portion of the validity of all BOLT subtests.

(One should note, however, that the Arithmetic Computation Test had the
highest validity coefficients as a content analysis would have predicted.)

Differences . T S . .,

e D =

The 312 scattergrams in the study were reviewed carefu]]y They -
dramatize

1. the skewed distributions for most of the-CPM measures.

2. the genera] positive corre]ations, with.reiativeiy few persons
scoring high on the BOLT test doing poorly on the CPM measures Low
scorers on the BOLT often perform well on the CPM's but a higher propor-
tion of them have low performance . -, 3

3. the deviate cases. In many scattergrams there are one to six
cases that are clearly so deviate from the others that they‘seem to repre-
sent‘a‘different‘group These cases are'generai}y-iow—on~89LT and unusually
low on CPM's. These cases seem to reflect the resuits of working with Tow
literacy, low motivated-groups. One may weii expect to have some cases - "
where directions are not understood, seen, or heard. And their perfop-’

-

.mance does distort the overall pattern of results. Hith samples plus or

minus 100,,a sing]e high]y deviate case can alter the statistica] inter-
pretation of an entire plot. With the removal of such a ease a correlation .
Jjumped from a non- significant .13 to a significant 28 Means slones, and
intercepts judged to be significantiy different fall in 1ine after ‘the  re--

" moval of two or three cases., . Thus , whiie-the data of this study have been

-; . -

reported as obtained, they greatiy overestimate the true number of differences.
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- It seems 1ikely that many other studies reportihg,differentdal vali-
dities (often on fewer cases) could similarly be affected by a few deviate
cases. Considerable future research in this field will be needed'to separ-
ate the trie differential validities from those previously produced by-un~
usua] cases. Summary statistids mask the results that scatterp]ots revea].c

’ wBut until 'some accepted rules for remova] of deviate cases evolve, we can-

not afford to be subjected.to the bias of the data analyst in a]tering the

N "facts and judging the results. On the. other hand the mean‘ performance or "
" a correlation from a set of data is not a number to be regarded as fixed
“and to be neatly classified ‘as e1ther statisticaIIV sjgnificant" or not.

4

- - - !

i Cut-gffs

) Many employment interviewers, while objecting to the use of fixed
cut-off scores for interpreting test results, wish to have some form of
1nterprét1ve guide. One such guide is the expectancy table which tells
‘the proportion of "successful" workers that one is likely to find at each
test score range. In the current project there was no definitive point
in CPM nericmance—that—mrked—sueeess—%depthese—cfrcumstantes—a—
frequent alternative practice is merely to d1v1de the test range into

+ broad 1nterva]s based on fts mean and standard deviation. This approach

,'; ' describes test performance rather than the predicted Job . perfbrmance It

S tdsea feasible method for BOLT. -

The scatterp]ots have been examined to assist in the interpretation of
’/ the’ scores. Performance above .the mean on BOLT gehera11y adds’ 1ittle or
' N nothing to task performance. The primary need is to inform the interviewer
of the cases where speciat attention should be given to the evaluation.of
"*all information about Titeracy skills. "It is recommended that tést Scores

below the mean should be interpreted as follows: : -
* BOLT Standard % of Examinees . . Interpretation . S
Score Expected AP of Score L,
%0 =10 -~ +19% Mild concern about skills.
80 - 89 5%, Likely to have .trouble on task
‘ .=« performarice. :
70%- 79 ° 9% Very serious doubt as Ao Capabilfty.a

| %g‘ below 70 , % - Further 11teracy tra1n1ng essentia]

. -
o owees' ¥




_ Test Fairness

produce unfairness to minorities because tpeir predicted performance ex-

el

£ . { - C “
‘ﬁPerformance on Locating Personnel’ Information involved such a high

rate of errors, it is recommended it be treated separately. Its task -

cluster is coded 8 V 2 1 A; the code "2" indicating that the counting )

activity involves consideration of as many as threeicnaracterigtics'of the’

persons in the report (e.g. sex, job, and length of service). "This com-

plexity adds considerably to the task difficulty. The average performance

on. this CPM had 46% errors, far above all other CPM s which averaged only'

, 6% errors. It is’ the only CPM at_this level. Thus specjal internretation

must be given, reflecting the difficulty that even average scorers on BOLT
will encounter on this task cluster. The validity coeffictents for this
CPM range from nearly .50 to high .60's for all groups with' 11tt1e evidence
of any unfairness, '

BOLT Standard  .% of Examinees ‘ Interpretation
' Score Expected " of Score
135 + 4% . Satisfactory. :
125 - 134 7% - Marginally acceptable.
100 - 124 39% . . High error rate expected.
below 100 50% Unsatisfactory. - over 50% errors,

_ LR
These interpretations of BOLT scores do not give full credence to the

few cases of differential ethnic/racial and sex performance'found. In the
case of Negroes, unadjusted score interpretation will provide them with a
~7ight overprediction on a few task ¢lusters. Similarly, the performance
of some Males will be slightly overpredicted primarily on copying tasks.
Few Ma]es, however, are competing in present labor markets for such work.

-

@ Schmidt, Berner and Hunter have made extensive reviews of validatﬁon
studies, 1nvo1v1ng data on minority samples. This'artic1e concluded that

. there was a minimum of evidence that minority groups were unfairly treated
. .by the use of a common regression line, and that the frequency of any con- .

‘trary evidence was not greater than that expected by chance. The study
reported here found only a chance number of differences in validity coef-

. ficients between minorities and thtes and between sexes. A few differences

in variability, however, affecting slopes and intercepts, were greater than
chance,, even after removal of deviate cases. These instances would not

. &,
ceeded measured performance.,




" Why is there a differential group performance on cniy a few tasks?
Here are a few conjectures to answer this question:
1. The difference is an "accident" arising from the circumstances
of a particuiar group and events in a particular administration Perhaps

it is surprising that more differentials did no pccur in a study with-low

literacy cases derived from administrations acro many states with highlv
diverse vo]unteer groups. . In any case, evidence will have to be derived
from other groups and similar measures before conciudinq that the obtained
differences are "real".

2. Somehow there might have been different motivation for g minority
group in. its approach to-the BOLT and its effort on certain CPM's. If one
consistently observed a ‘decline in&effprt on certain job tasks (as compared.
to testing), one could conclude that there 1§ a true differeptial effect.
The difference in performance could not be ignored, however, if it arose
out of motivational rather than ability factors.

3. A third possibility is that there is something untque about the
barticu]ar task requirements that induces differential performance. The
consistent superior performance of Females in copying illustrates this
possibility. A similar reqular rationale under]ying.B]ack-white,differen-
tials was not identified. The only explanation for the. fact that Using
Zip Codes appeared in both racial and sex differences is that mdre Blacks
and Males could not cope with the relatively small print in the particular
zip code directories, a requirement not intended by the task cluster defi-
nition. ' .

The correct explanation for the few cases of test unfairness in this
study cannot be determined within the data. Only subsequent studies can

" provide the full answer.

4

CPM's as Predictors

Some persons, in reviewing the studyfresuits have suggested that the
COM's be administered as content valid measures of future job performance
without the use of BOLT. Where one is seeking to evaluate performance in
only one task ciuster, this approach appears valid. The administration of
BOLY, however, allows one to make valid predictions over a wide range of
‘task clusters with & considerabie saving in time. = . E
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objective scoring of essay examinations.

IMPLICATIONS FOR THE FUTURE

- The present project'hadva limtted scope on several dimensions. These’
will be discussed be]oy along with the implications for future work.
Additional CPM's “ ) ‘

Task performance measures were deve]oped for only ten of the twenty-

six commonly appearing tasks. Thefr success as an objective criterion is

_evident. 1f BOLT 4s to be applied to jobs having task clusters in the

other sixteen areas, the same CPM development principles used here should

be applied in the creation of additional CPM's. The present CPM's strugtured

measures which are readily administered in groups. Additional CPM's will
probab]y involve individual adnﬂpistration For examnle, where vocal re-
soonses are a characteristic of the task the CPM cannot easily be given
in groups. . : -

* Some of the additional task c]ustersb(4) involve information coming
from direct'experience or observation. This will require special struc-
turing of events. Other clusters require manipulation obtained verbally
from people: .this might bé managed uia tapes (telephone simulation).

Two commonly observed c]usters require know]edge of specific informa-
tion ‘1e#arned on the job Moreover these clusters require the use of more
than three information characteristics. These clusters cannot readily ‘be
genera]ized and would have to be deve10ped for the specific job setting..

The present CPM's involve a]] the kinds of maniup]ation which are 1n

. common task clusters: comparing, sorting, computing, classjifying, and
ihandHng missing data. The same structures: can be app]ied for the new

CPM S. The present CPM s all use a standard written output the most coﬁ-
mon task form. Some new CPM's would involve general written responses.
These wou]d require special scofing procedures such as those applied in

]

Ident1 fying Jbbs Having‘ Validated Task Clusters:

~ Initially. one asked if a test were valid. Then the question became:
is the test valid for this specific job in this setting. The present
research(shifts”the inquiry to: does the test predict performance of this

- 55
! _'0 . i 62 ;

~_ ¢ : : i




. task cluster.’ The data obtained shows in detail how BOLT subtests predict

‘the‘effectiveness of various groups .on tesk\cluSters. But how’dges this
information help at the employment desk, where questions center on jobs?
It will be necessary to review the job analysis data available in the Em-

‘ ployment Service to see which jobs entail which task clusters. In _many

~casés it will be clear 1f one goes to the descriptions underlying the sum-
maries printed in the Dictionary of Occupational Titles. In many other _

' cases the task descriptions will be too abbreviated to decide what - clusters
are involved and hence what, BOLT standards should apply.

The Appendix provides a guide for-the collection of task™data which
enables one to identify the task clusters which appear in any particular
job. This guide (Identifying Task Clusters) can be used either in obtain-
ing data originally from incumbents, supervisors, job analysts, training

”

personnel, etc. or in summarizing task data from other job analysis infor- -

mation. It is often found, however, that most job, analysis data is too
general to enable one to complete the guide. Upon~ completion of the sug-
gested form, one can readily derive the codes for each 6f the important
task c]usters by comp]eting the following summary box.
Effects of Experience

The present measures were applied to persons with no paid experience )

b 4

on infonnation-handling tasks or with relatively ]itt]e experience. While

the administration of the measures provides somé task practice, it is far
from the degree of exposure given by a real job. The question‘then arises
as to what degree ‘the relative performance of the various persons in the
sample is incorrectly measured. Would they array themselves in the same
way if they had all had a considerable amount of practice? Would the
obtéined validity coefficients be quite different7 Are some measures (the
- more difficu]t ones) more affected in this way than others? Tp answer
‘:_ these questions a group of persons (probably treinees) would have to be-
giyen a set of performance measures several times ering their learning
‘on an inform%tion-handiing Job. - If the differential effects of practice
are real, then the validity resu]ts of the present study‘are subject to

-

" some question. . ~——
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Another alternative is to identify workers now employed in the perfor-
mance of one or more tasks for which measures have been developed. They
cou]d be given both the standard task performance measures a]ready deve]oped
and a task measure tied directly to the cOntent of their present work These
would both serve as a criterion for BOLT-or GATB. The question here is
whether the task measure tied directly to job content displays the same or
higher validity than thetmore general task performance measure. B

~

¢

SUMMARY OF'TASK ANALYSIS

~

A B | . ¢ D E
Major " | Sources of | Action| Number of | Clarity| Task
Function| Informatiort| Taken | Considerations| of Rules| Output
1 Co-
2 { )
3 . k . < . , S )
4 e
5 . \ . ) ,
Example” 2 L VI .+ 3 2 B
. =, . -
- oy ’ 2

Consideration of Other Taxonomies £y .
As the current project has proceeded. attention ﬁM} been drawn to ‘other

taxonomies of tasks in the infonnation ~handling field. The systems previously
known or discovered include those "by McCormick et. a? (Position Analysis.Ques-
tionnaire), Generic Skills (Arthur De W. Smith, Cangdian Training Research and _
" Development Station), Sidney Fine (Upjohn Institute§ Samuel Cleff (Personne] ] ’

Data Systems), United States Army .(Clifford Hahn - AIR),,and J.W. Cunningham
(Center for Occupational Education) . It would be desirable tq
. 1. search for.other parallel systems . -
2. examjne the similarities-and differences " R
3¢ examine possibTe causes for differences (methodo]ogv, sanple of
' tasks/jobs studied purposes of system,.etc. )
4. consider value of one-or. more_systems for future use by DOL or
others . .o

A4
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Systems of Tasks ‘Beyond Information-Handiing . : ) ) !
The present series of tasks was derived from those that are primarily

{50% or over) orfented toward data. A further study would seek out people- B

and thing-orierited tasks and develop a taxonomy for these other areas. As

essentia1 dimensions of such tasks are identified, cluster performance mea- ,

sures need to be developed for them. ) ' y .

Methods Used in Developing -Taxonomies
The most common method for designing task taxonomies is through some
form of factor anaiysis This aporoach seems to tell us the coré dimensions
of the language used in describing work. The present approach has been to ,
consider in detail the human processes involved in the task and_then, through
a series ‘of non-statistical analysis; select a tentative taxonomy, apply a
series of tests, modify the taxonomy, retest, and so forth until a useful ,
. set of classes has been derived.. The detafls of this method, its strategies -7
-and rationalés could be further developed so that it could more- effeptive]v ”
be applied to other task areas and by other task‘analysts. ‘

3 -

Ve

‘Task Analysis : . :
. In the current study use was made of task data co]iected throuqh Dr.
Fine's methods of functional job ana]ysis These data were used because
\ " they represented one of the largest task banks with detailed information all
_collected by the.same method Many tasks descriptions however, showed that
Dr. Fine's instructions for preparing descriptions were not fully followed.
o The descriptions were not a]wtvs adequate to unders tand accurate]v what was oo
done on the task. After the task taxonomy was roughed out, the qaos in in-
formation become more clear. ’Facts for all the dimensions were not always
- . avajlable. For example, a task might state, “Decfdes when to ‘order more
clerical supplies". This statement says Verv Tittle about the process the
*" {incumbent’ follows “fn making the decision Is there.data available on in-
ventory which serves’ as a basis for decisions? Are there rules for when
ord@rs are placed? Does the incumbent have to estimate current rates of

~

usage? Is it important to minimize inventory? Are’ there job aids to faci-
- iiﬁate decision—making? Without these details one doesn't really know what.
the person does. One krows only ‘the end product of a work function. . Dr.
Fine warns against such loose definitions but nevertheless vagueness can' ° o

, 39

T ] readiiv creep into the task descriptions S .
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Another i1listration occurs for thé simplest office task: “Routes mai1®. -
. In such work‘the {ncumbent may sort’envelopes by room number, or by last name
: and then room number, or, at a more complex level, may haVe to read the mai]
and in light of the contents make decisfons based on detailed: knowledge of
. functions and organization. COnsider«the vagueness of a task which underlies
.such commonly used phrases as: checks results, proofreads determines need,

searches for materials composes letters, etc. - . - o !

It was found that unt11 all taxonomic d1mens1ons were described one
could not really be sure what the’ person djd. And vice versa: . vone rcould
readily understand what the incumbent did when all the dimensions were
described. ‘ '

“What is needed now is a guide to task analysis .that will facilitate the

comp]ete descr1pt10n of 'all needed’ dimensions of the job. The‘procedures”
and forms will lead the ana]yst to elicit comp]ete information. The methods
. are ]ikely to praw more data ‘from the incumbent, ]earning the thought processes |
N ~ that aré being_followed during the task. Simple observation of behaviors

’ 'doesn t te]] the whole story.«,But the search for detailed 1nformat10n must

e not be so cumbersome as to be 1mpract1ca] Thus the need for a manual to,
- make the JOb of collecting detaiIed 1nformat10n as smooth as possib]e o :

® IS ~ ) ¥ -
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Jobs or Tasks as the" Unit of Work . } . ,
, Tﬂ& ‘current project started out to learn about the process of test - "
T va]idation, but while achieving this objective, it has further opened the -~

conception of the "world of work". -The traditional unit for describinq
" work has been the j__ We work on a job, get paid for a job, have job

i training, study job fami]ies organize the_DOT by 199_ validate tests for .
~ jobs, etc. The "job“ has seemed to be the best un1t for dea]ing with the
e Sphere of work. . oL ‘ . 4 .
. e
‘ s Yet we know therecis great variation in what is done on. jobs with the
' same title. A]l persons with the title of secretary, weJder, or house .
painter do not do the same work. . RN . :
o .+ - they.don't get paid the same I i
- thetr-training is different PR h S

. o m$- Jobs change.very rapid1y by the addition, subtraction and ~°
R modifiéation of tasks. . . I

~
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. But personnel systems have struggled to/persist in the illusion of the
job as a‘stable unit. On the other hand, we know that:
. - a task is a more homogeneous unit than a job:
. - a task.is a more meaningful unit to describe york
a task would be a better guide for pay Durposes S ‘

, training can be more accurately tied to task modu]es rather
than on whole jobs

.

= Job restructuring depends on task information

-t

- job analysis is really task analysis . ° < ' ;
~"'as our culture has become more specialized, a more detailed SN
Tevel of work description is needed, . . ¢

There would thus seem to be major advantages of uti]izing-tasks as a .
basic unit in thinking about work. Some specific examples may be cited where -
an organization-of tasks might be more useful than a classification of jobs.

1. The Center, for 0ccupationa] Education, North Caro]ina State University,
. Lt _has been doing some monumental work on deve]oping an inventory of oc-

' ' cupations. Their same approach might have been applied to tasks with

- -fé . much greater reliability of description more valid judgments about -  —
‘ ' work, and classification of work

.

. ! M

., . 2. The American Institutes for Research is deve]oping,career guidance .
S programs and curricula for providing work information. The, structure o
S of these activities would be different if they were task-oriented
. rather than job-oriented Career ladders and curriqua wou]d'be o
organized quite different]y. . S : ‘
3. Samue] Cleff, Personnel Data Systems, has deve]oped an interesting
\ methodo]ogy for developing a job/man matching system. How much
; ‘ ) more accurate the matching wou]d be if tasks were the unit of analysis,

" ?

.
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- Further study shou]d be given to:
" =~ the pros and cons of using tasks as the unit of description .
- the purposes or uses for which task data would be more effective
and where. job data would be more effective . |
- formulating criteria by which effectiVeness wou]d be judged
e iocatingqand'examining currently developed task c]assification
. systems’ ‘ ‘
- formulating. criteria by whiéh any task ciassification system
should be evaluated - ‘ \
- developing a set of recommendations regarding - .
a. future utiiization of task data '1 ; .
b. the next steps in deveioping‘a task-oriented systedﬁ

4

-

Relevant Work Opportunitiés for LoW'literacx,Persbns

In a recent study completed for the Office of Education, it was re-
ported that 20% of the U.S. adult popu]ation|was functiona]iy 1111 terate.
This group d%% unable to perform accurate]y ‘simple tasks needed in every-
day 1ife (e. 9. addressing an enve]ope) This has serious imp]ications on
the ability of Such persons to find emp]oyment In thé present studv the
Tow Titeracy group,was able to perﬁorm the lowest level’ .tasks with a fair]y
- low level of errors. (3% to 7%), but.more and more of 'such work 1is being

“',, computerized. The group 's errors at the next ievei of task difficu]tv

(i.e. responding to three task characteristics) are ‘very high. Unless.
special methods and attention are.directed in schoo] to coping with this
_kind of task, persons with' literacy problems will have:$erious embioyment
‘ probiems. Their need is hot simply for word and mathematics knowiedge ‘but
- .for ski]i in,deaiing with information processing tasks. .It is encouraging

» to find_ that some/attention has been devoted. to*this problem. Bereiter:
and Engeinann have. described‘certain of the reasol ifficulties in ~
"Teaching'DiSadvantaged Children>in the Preschool" while Bloom and Broder
have shown that iow-aptitude persons performed much more effectively at
the coiiege level after sﬁbcia] training in classification skills. This ‘
kind of research is’ ﬁggentia] to find ways of preparinq such persons to

-
compete for empiovment \ ﬂn\\J

-
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CONCLUSIONS '

Y. A new taxonomy for descr1b1nq 1nfonnat1on-hand11nq tasks is pro-
posed, . This systw applies. to a wide range of clerical, administrative,
and technical work, covering many hundreds of jobs. A grouping of tasks,
called a task cluster, was 1dent1f1ed which in each case has three elements

that fynction together: -~ : - A
. a, tasks relating-to the recefpt‘of the 1nf6?a;t;;n (fnputf o

b. tasks relating to how the information is manipulated
c. - tasks relating to the method-of output.

2." A means of developing cluste Gsfformance measures (ceM? s) was
demonstrated. Obiect1ve, reljafle criterion measures of task outbut were
obtained. '
3. The CPH's were utilized in a validation s tudy t0*exam1ne the pre- '
dictiveness of the Basic 0ccupat1ona1 Literacy Test among qroups of Wh1tes,
Negroes,.Amer1can Indians, and Spanish-heritage, males and females. Validity
. coefficients averag1ng above .40 were obtained. Arithmet1c Computation gen-

erally was more pred1ct1ve then other BOLT subtests

4. D1fferences in validity coefficients among ethn1c/rac1a1 and sex
f{gnodps were at the chance level. A few differences in s1obe§.and inter-

_ cepts beyord the chance level were obtained. There was no evidence that

BOLT wis unfair to miner1ty groups in pred1ct1ng task performance.

5. The 1nterpretation of data concerning test unfairness was-consi-
derably altered by the remova1 of highly deviate cases which concea1ed the
basic relationships within the results. Scientific procedures ‘need t be
deve]oped to determine in advance the rules for the exclus1on of such cases.

6. The study demonstrated the feasibility of validating ored1ctors
against a cr1ter1on of objective task measures rather than ! tota1 job
criteria’ Th1s va]1dat1on strategy offers major economies over conven-
tional job- by-job va11dation studfes : CTel T ' -
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APPENDIX

_ INTERCORRELATIONS OF BOLT SUBTESTS 4 o 4 4 -
TABLES OF RESULTS FOR ' -
AIRTHMETIC COMPUTATION o o « o 4 2 o o o o o &
ARITHMETIC REASONING o o o o & o o o o o & &

" READING VOCABULARY o o o v o v o v o v v o o,
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. SIGNIFICANT DIFFERENCES WITHIN CPH's o ... . . .
. SIGNIFICANT DIFFERENCES' BETHEEN SUBGROUPS

SLOPES 'BEFORE REMOVAL OF DEVIATE CASES o o.0 o
INTERCEPTS BEFORE‘ REMOVAL OF DEVIATE CASES . .

. SLOPES AFTER REMOVAL OF DEVIATE CASES . o, »-
INTERCEPTS AFTER REMOVAL OF DEVIATE CASES .

~ _IDENTIFYING TASK CLUSTERS o o o o o o o o o o o o

~ "NUMBER OF PERSONS WITH PAID EXPERIENCE ON CPM TASKS

STATISTICA.L FORMULAE [ .o S 0 0 ¢ 0 ¢ 0o 0 0 o o ‘o
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BIBLIOGRAPHY o 4 o o o o o o o o s o s a0 s s oo uss
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INTERCORRELATIONS OF BOLT SUBTESTS - . x
Arithietic “Arithmetic Reading }
" Computation. _ Reasoning Vocabulary _
Arithmetic - : .
Cqmputation
Arithmetic r= .64 . )
Reasoning N = 1,244
Reading r= .45 r= .59
Vocabulary N =" 463 N= 445
Reading r= 50 - r= .6 r= 70
Comprehension ~ N= 462 N= 444 . N=1,277"
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Negro results {W.N), Indian results (WsI) and Spanish results (4.S). The
Male - Female differences are described under M.F.

: SIGNIFICANT DIFFE&ENCES WITHIN‘CPM'S

- ® >

The. fo]‘lowmg tables present for each CPM the resylts of tests of
significance of difference between group means on BOLT subtests® (pred1ctor
- P), CPM group means (criterion - C), correlation coefficients (r), “inter-
cepts (I)’,,‘ and slopes (S). Comparisons are mdde of White results with

The data are coded as follows:
P 1. 'the mean score on the preédictor (AC, ARJ RV _and RC)
(I_f the Uhite or Male mean is si gmf'icantly higher, an' H
is.shown, . If significantly lower,-an L is shovn. If not
'signiff‘icant]y different, an S is shown. An asterisk is-
placed-above the Hor L to indicate a t value that was
, " between the 1% and 5% 'levels of significance.) = =~
C 2. the mean perfermance- on- the. particular CPH : _ Co.
+ (see.note ‘above on\the use of H, L, and S) S
r 3. the corre]at10n coeffjcients - : ;
R FR I “inserted # the pair of correTatwns are s1qu1cant1y
- different “ach other. N - ] o )
1" 4. the intercepts ... — .. SO —— S— N
‘ (a-D is inserted 1f the, mtercepts for the groups are .
sfgmﬁcant'ly dszerent, the asterisk above the D
ﬂshowmg a dﬁference between 1% and 5% levels of signi-
. ' ﬁcance )" . '
S 5. "the sldpes o

(see note for 1ntercepts) ) : ' - p

To, 'i'l]ustrate, in the first table for the CPM Checkmg App]icatwns,
the data ﬁir Athhmet'ic Computation (AC) for the comparison of White and
'Negro.resu]ts shows H ﬁ DS Ss.. Th1s is mterpreted as follows:

1. ¢ the first H means that the: mean for the White group on. ACxwas

si gmfu:ant]y higher than the mean for thevNegro group at th‘e o

1% Tevel. NN L . .

-

~

-




<
’

2, the second ﬁ shows that the mean for the White group on Checking
' Applications was s*lgnificantl_y higher than the mean for the- Negro,
_ group-at the 5% levels -
3. the D means that the corre]ation between AC and Checking AppH ca-
" tions were significant]y different.
4. the first'S means that the -'lntercepts of the Nh'lte .and Negro re-
- gress»equa“fi‘ons were not significantly differemf °
5. the second S means that the s]opes of the regression equations
were not si gni ficant]y difFferent. oo
Cﬁeéki}lg Applicatiohs )
HoN el oS weF
PCrIS|PCrIS|PCrIS|PCPrIS
e — !
ACIHHDSS|HHSSS HSSSS SSSSS
TRIHADSS |HHSS ?”r@&s's‘ [Hssss
.,.‘.,.‘r.' . .,.V_ - *.*
f- .. RV HHS\SS}HHSSS~HSSSS@_SLSD'D »
| RCIHHSDD |HHSSS|HSSSS|sLsbs
NN - R
6. ] b o
‘ LY . . 8:; ~ )
A e : :
- < + ~;"‘ . :3‘

N




z — T - , - |
~ Comparing Addresses _ \
L HeN D WeS - MeF
. PCrisiPeCcrIs | PCrisi{PcriIs.

T ' * % * o ' o
AC{HHSSS|HSSDD HSSSS|{SSSSS

-~

R|{HHSSS|HSSDD.| HSSSS|SSSSS ~~ .o = _

CRV|HHSSS|HHSDD HSSSS-SLSSS

. . “ * k- . - " *
RC{HHSSS HHDD’D HSSSS}|SLSD

1% -

Comparing Telephone Informafion

I . I wen Wel " YeS
S PCrIS|PCrls | PCrIs|{PCrIs - =~ . :

ac{Hhsss nsBBD | Hushb|siLsss -

AR |HOSssHsDppD | WHSSS|SLSDS

*

.  rv|HHsss|Asopop | HHSss|sLsSss .

o

i [Afsss|Asobb| wisop|{sLsss >




A
' prihg} Telephone Information N
Y I TS WS MF
PCrIS|PCPrIS|{PCrIS|PCris - S
, T % * - L x —
HSSSS I HSSDD|HHSSS|sLSDs
T . * ‘ * -
HHSSS|HLDDD|HHSSS}SLSDS
> |
* * '
HHSSS |HSDDD|HHSSS|SLSSS
Asssifisono|unson|sLsss
Llassifying Appliance-Dealers — TR T
WoN Wl WS MeF.
L PCrISHPCrIS|PCrIS|PCrIs
— — ,
HHDDD |[HHSDD |HSSSS |SSS§.Sk
#ADDD [HASDD |Hssss|sssss i
% ke o )
HSSSS [HSSQD HSSSS |5S55S
C Sk % , ] . il .-
HSSDD [HSSSD [HSSS§S{SSS5SS
L ' i
s . n . ”’ \
[ 4 ‘




WeN Wl " WS MeF

‘ .. FPCrIs{PCrIs|PCrISiPgris
= 2k ok * Tx% * . %
AC |HS'SDD [HHSSS|HASSS |sLsoD
: . * * % *
> MR |{HSSDD|HHDDD [HHSSS |LLsoDoD
. * * 0 * %
RV [HABDs. |{ushss {ussbblstssss
| * .
e |[HAsss {Hsssstussss [sitsss

ONei ther group had significant correlation.
H ' .

e e -+ Coding Application Data

A

oo e e | wes HeF .
PCrIS {PCrISPCrIS |PCrlLsS.
{ ' ' ‘ ‘ o o % *
o -~ _AC |HSSSS |[HSSSS [HSSSS [SLSSS
. ' * *
o 7 MR [HSSSS [HSSSS |[HSSSS [HLSSS
o %* : ‘ x *.
RV [HHSDD [HSSSS [HSSSS {SLSDD
Re HusbBD jHssss wssss |stsbs
. 2
i 4 S . N, d
vy \ — \ . 838 *
- A1
. i

L 2




~ Copying Application Data

*

\
e Wl | wes MeF
PCrIS|PCrIs |PCrIS|PCrIS
ac|Hssss| Hssss |Assss |stsob
o - ’ * % *,
AR| HSSSS| HSSSS |HSsss [ALsDs
RV HSSDD| HSSSS |HSSSS [HLSDD
'RE/HSSOD| HSSSS |HSSSS [sLSDD
Qgpyin§ Housing Qualifications
J e el Wes MoF
“PCrIS{PCrIS |PCrIS |PCRIS
ACIHSSSS|HSssS JHSsSs |[sLsDD
" ~ T R X
"MR|HSsss|{Hssss [Hssss (Afspd
| HHSSs|HAsss [HSsss {sispp.
\/ RefHHsDD| HASED |wssssfsLsod
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A . "
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- Classifying Housing nghﬁcah‘on.s b <
WeN v Wel HeS ©MeF
PCrIS |{PCrIS|PCrIS|PCrIsS™
AC| HSSSS [HHSSS| issss| sssss
AR| HSsDs HHsss_HsslsE‘“‘Lﬁs‘sﬁs
’ i ) * %
RV| HHSSS |HHSDD| HSSSS| SLSDBH.
q . ‘* . *
RC|{.HHSSS |HHSDD| HSSSS| SLSDD .
. * s .
’ Classifying Zip Codes o
1
WeN el oS HeF
PCrIS (PCrIS|pPCrISPPCPrIS
) fw\\*m* * * % ,
«« AC| HHDDD |HHSDD| HHSDD| LLSDD
» . ’ o
* * —"7 .
AR| HHDDD HHDDD| HHSSS|{ SLDDD
RV|{ HS3DD {HSsDD| HSSSS| sisss ‘
* * i
RC| HSSDD [HSSDD| HSSSS| SLsDD -
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-{V' Q‘ ) 4,‘ ) ;
’ .
.'f ° » !
¢ v 4 QO‘ N )"—“/‘ .
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Locating Personnel—!ﬁformatioh

. d .o -
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PCrIS|PCrES|PCrIS,
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* t .
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*
D|HSSSS

~ * ] -
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—
HHSSS
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. Calculating Po;tage éhargés
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IDENTIFYING TASK CLUSTERS -

)

"Job to be described: N . _ Date ...

Described by: ]
. name Emp1oyee Supervisor, Trainer,
Job Ana'lvst‘a or other.

L

<

This form is to be used only for those jﬁbs where 1deas, information or

. data are used. Within any such job thew usually from ‘one| to f'ive

major functions. The form below providedd means.of describin the tasks
that go together to see that each function is performed.

First, deécrtbé in from one to five séhténces each of the major job func-

tfoﬁs., Avoid _describing minor duties or occasional duties. Include state-

ments only if the functibn is an important or very,siq ificant part of the e

job. Number each maaor_function. The Qescription of the first function i
has been started. . ' '

‘¢

3

Function: o oo -

1. To

»

&




t * Describing Each Function -

-

a _ Under each’ heading you will further descr1be the tasks that are perfonned
© to sefve that function. . ‘ ) .o b
- A.(\égurces of Information Used in the Task
. : Des¢ribe the sources of the 1nformat on « )
- used in the task Read the following num- Major Functions
bered 1§2¢ of poss1b111t1es and for each 12| 3 4 g
func dwrite in the proper column the. 1
numbér(s) of the sources used; ———— | ’ ‘ /
. rObta1hs information from published sources theh are we]] suited
LT . to job task {e.g. directory, catalog, map, dict1onany, rate scheduIe,
. < time table).
L2, Obtains information from.resources (e.q. f11es,'mahua1s, gutdes,‘
Co.. s ete). - ' T~ . '
v 3. Searches for 1nformat1on from sources where data are not readi]y

\

availab1e . v N
“ ,
4. Seeks 1nqunatioh fro;\bersons by phone or in person who have
information readily availabl ' ‘

¢ ‘5 Obtains 1nfonnat{on from pe us1ng specia]ized skills to
' ..eﬁic1t attitudes, underlying needs, persona etc.

.6. Must rely on personal memory of written sources.
7. Observes current events, objects, cond1tions, people.

8. Information comes to employee in a form ready for work (e.qg. o)
from files, forms, people, etc.). A

9. Other (describe on back of form).

- 97
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¢

B. Action Taken .

Describe .what is done to or w1th the infor- Lo

mat1on sought or received in Task A Read
the fo]]owﬁng 1ist of possibilities and for
each function record fﬂ-the proper column
the Roman numeral(s) for the action taken. ™™

I

Il
© I
IV
v

Vi
Vi1
Vi1l
IX

Other (describe on back of form).

Major Functions

112 |34 ]|s

Y

Comparing two sets of data to see if the components are the same
or different. '

’

'Examin1ng a set of data to identify any missin§'1nformatiop.

Sorting (filing, compi]ihg, posting, etc?t). .
C]ass1fy1ng (evaluate, ‘assign; cata]og, se]éct; etc.)

Comput1ng (1nc1ud1ng count1ng of cases falling into soec1a1
categor1es) :

Abstracting (summarizing, condensing, etc.).

Deducing/inferring.

Credting/innovating (authoring).

No manipulation performed. (Persons copies data from one place
to another without any modification of it.)

C. What is Considered

" In deciding what action to take, the employee

* must consider various relevant information,

J5- conditions, rules, standards, etc. (e.g. age,

sex, money, size, color, etc., etc. ). List
the factors that are cons1dered 1n this func-[,
tion, and record the total number of consi-

derations for each function. — - >

Major Functions

1 2 3 4 5

78
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D. Clarity of Rules

_In making these decisions, how specific'
are the rules, guides, or standards that
are ‘f.o'l'l'owe‘d? .Indicate the degree of. 1
specificity by writing in the number of '
one of the following choices: —————

Major Functions
2 173 |, 4 5

. 1. Very specific guides, clear-cut procedure with definite catego-
ries, 11tt1e leeway for judgment

2. Specif?tity lying somewhere Q\tween 1 and 2.

3. Very general guidelines, no §~§ed fules, categories vague, uses
general "verbal concepts (e.g. deals with degree of need, urgency,
, - moral risk, etc.).

E. ?ask'Oufbut '
’Hbaf %s the form of output in this function?
-How-are the results of the work expressed?

"Read theufo110w1ng possibilities and record
the proper letter(s) for each function——&

Major Functions
1 2 3 4 5

A. The data are placed in a standard written form or physical ob-
* Jects may be handled with standard operating procedures, e.g.
fiting;, counting cash.

B. The output is*in written form but following only general guide- N
lines (not specified as in A).

C. The output is given to one or-more persons in a standard form
(simp1e information given in reply to 4 question) )

D. The information is given to persons following only general
guidelines .(explaining,’ making a«&peech)

E. The informatioh is given to.persons but without any guidelines
. (found only once) : _ :

F. The 1nfbrmat10n is in written fonn but without guidelines (as
in writjng stories).

G. The information is directly used by the worker 1in another task
(e.g. worker studies @ map to find shortest route and then
drives by that route. . '

X -

Other (describe on back of form).
99 .
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’ thecking App1icatioﬁs |
Comparing Addresses

Comparing Telephone In%ormation“
Copying Telephone Information

Classifying Appliance Dealers
Alphabetizing Appliance Dealers

v
Coding Application ,
Copying Application Data

Copying Housing Qualifications
Classifying Housing Qualifications

Locating and Classifying Zip Codes

: deaiing Personnel Information
i .

Ca]du]ating Postage Charge§
{7 Total B

NUMBER OF PERSONS WITH
PAID EXPERIENCE ON MPM TASKS
= /

No Experience Something Experience Exactly No
Experience Like MPM . Like MPM Reply
495 n 70 7
474 25 .85 7
486 13 43 16
493 13 ,:] 39 14
488 23 108 A
500 8 54 21
542 4 v 26 1
535 10 31 19
435 19 50‘ 19

- 56 I 6 _8
.. 4,904 137 - 502 133
86% 2% 9% 2% "

Percent




\ . STATISTICAL FORMULAE

\
The following fc:):ynu] ae were used in vz;rious phases of the statistical
analyses*: ‘
zx = Mn';.f\l
' i)(‘ < G‘zN + M N \\
o = o \
Mn —
= -
. ZXY: N MP\|HHL+ NV‘“‘ T %
‘ég,/?_: zXY;MH‘qu .
\N ,
RO
! g = -
~ /[ ~A
. =/
g - z)(‘- /(/’,,‘N
- 2 -
Gt G-
4 a2
=, ' e ¢
- |
0—-6’ - O—'; )/ /- AL
(2- N ’J
a ° /'7',/ - ﬁ'Mh‘-
o = >
a Tout X, ;
C— e

P e
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Directions for Administering and Worksheets for each CPM, plus Special

Scoring Directions-and Background Data Sheet are ‘contained in-the fo1]ow%ng
" pages. ' ’ ’
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. | " Directions for Administration

Checking Applications

Distribute to eéch person ‘a Recording Sheet and one set of gold
Application forms (15 forms to a set). When. completed, say, "Each of you
has a‘set of 15 App]ication forms, and a Recording Sheet. Write your name
and 1dent1f1cation number on the Recording Sheet." (Pause) When all per-
sons have completed the heading information, say, "Now read the Instructions
while I read them aloud."

/
W7

\ . ~ Instructions
. L (el ’z [ -
“You work for an agency that provides various services to the public.
To apply for these services an individual must first complete an APPLICATION
FOR SERVICES form. For. this task you are to assume that part of your job
is to review each application to see if all the 1nf9nmation has been givgn,

To do this ‘task you will need a set of "completed" APPLICATION FOR
SERVICES forms, this RECORDING SHEET and ‘a pencil. Write only on the
RECORDING SHEET. DO NOT WRITE on or make any marks on the Application forms.

You do this task by reading an Application, looking down through the
form to see if any required information has been omitted. When you find an
item that has been left blank, circle the number of that item on the Recording
Sheet in the space provided after the applicant's name, but do not write or
make any marks on the Application form itself. Review the'en§1re Application
form for each person and circle the number of each item that has been left
blank." (End of Instructions) ‘

3
"Now look at the first Application.” (Pause) "The-person's name on -

this app]ication is Lawrence E. Brown. There are 15 kinds of information

to be supplied by the applicant. Some of the items require a written answer,

‘others Just require a check or "X" mark in the appropriate box. .

"Reviewing,Mr. Brown's application, we see that ftems 1 and 2, name and
address, have been filled out. (Pause) Item 3, the Social Security Number
has been left blank. On the Recording Sheet notice that the number "3" has
been circled on the line after Mr. Brown's name since item number 3 was not
filled out on his application form. (Pause)

-~




v
I3

-

"Looking back at the application form, items (slowly) 4, 5, 6, 7 and
8 have all been answered. (Pause) Notice that for items 6, 7 and 8, one,
and only one, box must be checked for each item, with the other box left
blank. ‘(Pause) d

Item 9, however, has not been answered. To answer that item ei ther
the Employed box or the Not Employed box must be checked. Since neither
box was checked, the number 9 has been circled on the Recording Sheet to
show that Mr. Brown also left item 9 blank." (Pause) '

" "Looking again at the Application form we see that answers have bee? -
yritten in or boxes checked for each of the remaining {tems on the form,
through the last item, number 15. On‘thé’Becordinq Sheet the circles around
the 3 and the 9 on the line after Mr. Brown's name show that only items three
and nine were not completed on his application form."

/
i"Now you are to go on to the other application forms and go through
them in the same way, looking for items that have not been completed. The

Number of each item that has been left blank is to be circled on the Recording

Sheet on the line for that application.” .

"Are there any questions about what to do? (Pause ﬁ@ answer questions.)
"Pleasé do not write on or make any marks on the Applications. Begin
now. Raise yaur hand if you have any questions and raise your hand when
*you have finished " . AN

Record the starting time.

As examinees comp]ete their work, be sure to remind them to comp]ete the.
experience questions. If any persons are not finished in 14 minutes working
time, ask them, to sfop and yott mark their papers, "DID NOT FINISH". Be sure,
however, to obtain their answers to the experience questions at the bottom.
Collect all sets of Applications and Recording Sheets.

Supplies needed; ' | »
1 set of Applications (15, gold )
1 Recording Sheet




Name
, fdentifigation Number
RECORDING SHEET ‘

\_ _ CHECKING APPLICATIONS

»

- Instructions

You work for an agency that provides yarious services to the public.”
To apply for these services an individual must first complete an APPLICATION
FOR SERVICES form. For this task you are to assume that part of your job
is to review each application to see if all the informatjon has been given.

To do this task you will need 2 set of fiftaen "comp]etea" APPLICATION
FOR SERVICES forms, this Recording Sheet, and a pencil. Write only on the
Recording Sheet. Do not write on or make any marks on the Application forms.

You do this task by reading an Application, ]oékinq down through the
form to see if any required information has been omitted.. When yoy find an
item that has been left blank, circle the number of that item on the
Recording Sheet in the space proyided after the app]icant's name, but do
not write or make any marks on the Application form itse]f Review the
entire Application form and circ]e the number of each item ¢hat has been

left blank.
APPLICANT'S , .
/\ | NAME  ApPLIEATION ITEM NUMBERS _
1 o 1 2(®Dass 7 8 @0 iz 13 1 s
2. BRKE 1 23 456789101 12.13 14 15
3. COLSON, 12 34567 89 101 12013 18 15
A. EDNARDS 1 2 3 4 5 6 7 89 10 11 12 13 i4 15
<5 FALTON 1234 567,891 11218 M 15
\ 6. GRAHM 12 345678910 11 1213 14 15
‘7 WRRISS 123 45678810 1 121 u s
8. MIKMO. 1234 56 778 910 11 1213 18 15
9. MORENO - 172 3°4 5 67 8.9 10 1112 13 14 15
10 2 3 4

. ‘PETERSON 1 6 728 9 1001 12 13 14 15

PR N

t
¢

. *  CONTINUE ON OTHER SIDE




JJJ R . ' s -
APPLICANT'S - 9 :
NAME . APPLICATION ITEM NUMBERS ~——
1. SANCHEZ . 1 2 3 4 56 7 8 910 11 12 43 14 15
. " 12, SCATZ 1234567891 1 123 14115
. ' J . :
R 13. SPINOLLA 1°2°3 4 5.6 7 8 9 10. 11 12 13 14 15,
14, TRACO 12 3 4567 8:9 10 11-12 13 14 15 '
15, WWILSON 1 2.3 4 5 6 7 8 91011 12 13 14 15 .
( o

A

. Have you ever had a job on which you were paid
for doing-a task anything ljke this task?

, ' R 0 ] 0
. " Yes No
for doing a task very much like this one?
) 0 0
Yes No- .
- / e
! p

C N
.
o
"




AN - M

? " - "',, , . » /; .
L ,-"’ N (AL S

Name - )

1. s

‘Identif{cation Number

»a . " * | WORKSHEET ' . L
T R _CG ADDRESSES T
' " same Different - . Same Different
1. ﬁd,\z M:r:ln ]VSt ot ‘X: _ D.' 10, Myers Furnace Supply Co. S D
oyt as Oh:’y °4442;e s X .+ 614 C1Hff Avenue - s D
acieys ° Helson George 30151 " D
' S D : - .
e F;a:ghheo:ez  rod C 4 11. Charles Eisel | s D
? ; asM:O: 32528 S ’ 0 306 Clever Drive & S D
Lesbon, Rast., 01528 ‘ Deep Run, North Carolina 28525 § D
3. R&?P Has;ings Co. Z | g 12. L. M. Ovens . 0
- E. Parks ”:e s s . D . 5180 Holmes Street Co2s: b
) Tacorma, Hash r}gton Liberty, Kansas 76351 S D
4, Miss Jane Stewart S D ‘ )
.Atlanta St S D 13, Berger Drug Store N D
McAfee, N.d. 07438 5 D . 6752 Reynold Avenue S D
‘ - ' May City, Io;yaé,41359 S D
ST ' 14, Harry J. Anderson S D
14‘8 Vista D ’ S D 141 Cheery Way S ) D.
uena yista or- | | Clinton, New York 13323 S .U
Hillbrae, Calif. 94030 S . D S s o -
" . o 15. N. L. Perry S «~wubBF
. Hayes Real Estate ©s 0 "+ 48 Academy Avenue s D
2137 Premrose Drive S D Spring, Texas 73773 s D
s s D . L . .
.E‘aston, Louisana 70530 S , 16. W. R. Gruley s 0
. James W. Pinkus’ s . D 2020 Hebster Avenue S 0
- 4431 Mulberry Court . S B Eden Mills, Vermont 06563 ‘s 0 &
v D o
‘Windsor, .Colqa‘rdo 86550 8 7. Mary F Chavis s B 4
. Celia C. Kiefer s D 20 Ceder Boulevard ‘ S D |
- 2900 Arlington Ave. s 0 Richmond, Utah 84433 s .0 |
~Kibirn, Hew Ham 3032 S D : , N =
Auburn, Hew AHamp‘sh'lre 0\ . 18. Forsythe Equipment Company S. D . :
9. J. A, Hagrer S. © D :* " -3 East Orchard Lane $ D |
- 2 Rosemary Way S . D . Westland, Mississippi -39209 §- D -
| Stoney Creek, V‘lrginia 23802 S. O . - . e :
R . CONTINUE -ON QTHER SIDE s
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R o

\ l
i . | R L |
| , Same Different o : sare Different
L 19. Ken Dorset Painting S D 25. Ernest.Groves P S D.
| - 1020 Clara“Drive S° 0 " 1216 Boyle Road s D
| . Palo Alto, Calif., 94302 * 6 _ Q- Pheonix, Arizona 85026 5 D
20. Lewis L. Roth S b , ) - >
457 Broadway ’ 'S D 26, Dr, Artur Riley 0
Toledo, Ohfo 43601 S D P. 0. Box 507 ‘ : g
‘ ' N ph JFlorid S
21. T. R. Thoipson s 0 (Zep yhills, ,Florida 33599
1713 Bedford Avenwe S D 27. Miss Heather Lea N 0 .
Philadelphia, Pernsylvania 11904 S. D 203 SUmwit Avenue s, 0D
, o U Salem, New Hampshire 03079 S D
22, "Valley Freight Lines D ‘
1809 West Carson Street s D 28 Brown's Dairy sy 0
Providence, Rhode Island 02904 S D 16 Race Avenue - ]
o . - ‘ Elmwood, Oklahoma 73539 /S D
23. William Smith D o, ~
3266 Main Street D 29. John G. Young , s 0
Dallas, Texas 77521 ° .S D 714 Elysain Street s D
’ Oak Park, Itlinofs 60301 - S D
24, GailE. Bateg S D ‘ . . -
197 4. Belltevue Avenue S D  30. Elizabeth Keenan s D
Billings, Montana 59107 5 D 2603 McGee Place S0
’ ' Madisen, Wisconsin 53703 = 'S 9
/
7 : . - =g
4€;§ Have'you ever had a job on which you were paid
. for doing a task anything Tike this task? '
L3 D ) D
Yes No
for doing a task very much 1ike this one?
) g o )
. Yes Mo
. . ae ~> = ’ "“‘Q‘ e e, - . “~§Hﬂt ')‘:‘;—V\‘r- cmr v v e
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IAPPLICATION FOR SERVICES

‘A1l anplicants for the servicas provided by this department are reauird in
coaplete this applicition forii. Please complete &1l items, Do not leave

any griestions unaaswered.

. 4

1. Name 47&!‘/# o Lete £ < —_—
Last First tiddle Initial

2. hedress A9 (Qes & 9 (2sscewr S7 / Lo/, ﬁzs.s g1z 2

" Pstreet Humber * Town State Zip Code
3. Social Secur‘ity Humber
: r »

fX]. Male
4, Sex - . {Check onlu ose box)
D Ferale
5. Date of Dirth Jvdy | +2 | e . ,
. Month  Day Year ' ‘
Education: (Check whethen wou COHPLETED OR DID NOT COMPLETE wach -/io.'vv_i
o 0f school in ouestions 6, 7, and §)
- . Did not ‘.
Comploted Comnlete : ‘ '
6. .Grac'ie School X or O . (Cheele only one Lo
7. High School M o O (Check ¢,y ore boo)
8, College or University I (Cheeh onby 0:c box)
o Employed -
‘9. Curreatly T an: (Check ontu one box)
LD ot Employed S

My lase two Jobs .st_re: (List crnnent ox 11082 recestlif liefd job .’,/m:

0. @y,{/ ,/4/@4 @4/ 1. fmeﬂw /%c&/;,g

12.

Name of Compeany Job’ Descripticn or Title

.5u/4;/x/ ﬂuf / Aid, _,c{r[_cjeé_i_é_/zé/ (7]

Name of Comipany Job Descriptiun ov
Citizenship: Vot -
Am , ’ .
I : s citicen of the U.S.AL Qeheck only one L)
I tiot :
5

- CJ; Single [J pivorced ) .
At this time I am . . Cheek only iz Cux)
' ‘ w 'umud £ Hiduied ) .

k]
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. Directions for Administration

Compering Addresses

D1stribute to each person a 3 x 5 card file box contain1nq a set of
cards showing names and addresses for the task, "Compar1nq Addresses."
There are 4 cards for practice exercises and 26 cards for measuring task .
perfonnance -

Nhen comp1eted say, ""Each ‘of you has a f11e box of cards containing
the names and addresses of persons and compan1es to whom correspondence is
being sent. Open the file box and look at some of the%e cards'but do not =

_get the cards out of order.  Each card shows the name on the first line.

(Pause) On the second line 1s the street address, g1v1ng,the number and.
then the name of the.street. The third line shows the city address, g1v1nq
the name of the c1ty, the name of the state and the mailing zip code."”

Now distribute the work sheet headed "Comparinq Addresses," saying,
“Here 1s a work sheet. wr1te zou name. in" the space at the top of the !

.. page." (Pause) The work sheet has the same addresses as in the file box

as copied by-.another person. Your task is’ to check whether or not each line
of the address has been copied correctly. If.the tine of the address’ is
exactly the gsame on the card in the box and on your work sheet, you wil}l

‘put a cross through the "S". If the lines are dj?ferent, you will put.a
cross through the "pr." . .

hNow‘look at the t1rst card in"your file box. (Pause) It says,":s; &
'James Martin .114 East Royal Street —Had1ey, Ohio  44420." -Now look at
the copy of this address on your work. sheet in. the upper left hand corner.
The f1rst 11ne is. exactly the s as-in the card file. Therefore; a ,
cross has been put .through the—?féier 'S’ to tnd1cate that the copy is - -
exactly the same." - . -

"Now look at the stree address .The copy says 114 East Royal Street'
It is exactly the same as in the card f11e, so again”a mark has been put
" through the 1etter S. For the city address, the copy shows Had]ey, 0p1o, ‘ '
44429, Here the copy 1s hot the same because the last number 1s different,
9 1nstead of zero. Therefore a mark has been put through D to show that ’
the copy is different.” :




v

"Do you have any questions about what to do?" (Answer any guestions,
stressing that the copy must be e xactﬁx the same before the Sf{s marked.)

"Now‘look at the second card in the card file. (Bause) It says,
'Doctor Ralph Gomez, 2913 Hasbrook Road, Lisbon, Mass , 01528.' Now look at
the second address in the Worksheet. (Pause) ’The name is Ralph Gomez but
the title Doctor has been omitted. 'So put a cross throuqh the letter D,

for different, to the right of the name, Gomez.'

"Now look at the next line. Is the street address the same or djfferent
_in the copy? (Pause) 'It is the same, so put a cross through the letter 'S’
after Hasbrook Road." A '

"Now look at the city address. Is it the same as in the card file?
(Pause) No. Lisbon has been spelled with an gl instead of an 'i'. ‘And
. the state has been spelled incorrectly. Therefore, put a cross through the
letter 'D' after the city address.” '

“Do you have any questions about this comparing? (Pause for ady ques-
tions_and answers.) Now complete the next two - cards by putting a cross
through S or D for each line. Stop after 2 cards. Do not go on-to number 5.”

- Allow about three minutes for these cards, then say, "Here are the
answers for these first cards. For card number 3 (pause), R and P Hastinqs
" is different ~ D because the 'and' is not the same. Their address is dif-
fereﬁt.- D' because East'is not fully spe]]ed out in the copy. The copy
address is 'S', the same. ,' .

N ) "In card number 4, the person's name, Miss Jane Stewart is the same -

so you should have 'S' after her name. Her ‘address is not the same. The
word Street is not spelled out fully. So a cross goes through ‘D' after
Street. Similarly her state, New Jersey, has been abbreviated in the copy
and‘hence_ the mark should be different - 'D' o '

'

"Do you haye any ‘questions about this task?" (Answer any.questions )
(Pause) Now begin “with card number. 5and coptinue checking until a'l'l the

a8

cards are completed. Do not put any marks on the cards nor get them out

[~

of or der BegTH TioW, and Tet me havé ydur Worksheet and file box when you .
“have comp]eted the task."

—




Record the starting time. * - /

: If any persons are not finished in 18 minutes, aek them to stop. Be o /‘
“DID NOT FINISH“

sure to have them answer the experience questions and mark their papers, {.

' {
i

H

|

|

éupp]ies eeeded i
For each. examinee |
1 File Box containing the set of cards for the task y
"Comparing Addresses" (Box also used in Filing App]iance Dea]ers Cards),
1 Comparing Addresses Worksheet L.
Front Side - Identification, 4 examples and item§ 5. 18
Back Side - Items 19 - 30

AN
- :,{...
I

A3




Name

Identification Number

Worksheet
’ COMPARING* TELEPHONE INFORMATION

Name Address and Telephone Numbers Same Different

Brant David W 182 Hinkel Rd o X D

931-4992 5 X
D
D

Briggs John 600" C1iffside Manor
761-5760

Cichoski'mﬁ P : 3831 Bonaventur Wy
: ) 761-0326

Llarke Phillip M Hampton Farms Dr‘
- 486-2627

Clem Donald Y ' 6 The Knob

_ 761-5181 -
//..—/‘_F
Mazzoni A J 213 Maryland Dr Glnsh
486-4635

o

McClain Edw J Jr " 55 N Ralph Av
- . ~ 761-1678

McClone John Y - " 330 Escher Rd
76640298 -

2645 Brightn Rd .
. 776-1759

Lo N o | o o o o

Uhks Sadie L

L

Ussack Edw ‘ © 1131 Av Laurl Grdns
N L 366-2805 -

Valetti Gina M ‘ . 34 Beylreye Av
. 728-2406

Smith Thos A° . - ' ' 434 Roosevelt Av
o - s . 761-4081 -

909 California Av.
. 766-8301

o o o o o o

Smith L é

@
. .
w |l v nun]luv n|l v n w“v n|lunvu nnlnu n w wm w wn ©w »n | wnv wun w wm

—

CONTINUE ON OTHER SIDE - . .
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R,

Have you ever had a job on which you were paid

for doing a task anything like this task?

0

0
Yes No

for doing a task very much like this one?

] 0
Yes No

116

Name Address and Telephone Numbers Same Different o
Smith Richd . 325 Ridgewood Av S. D &
. 913-1357 S~ D -
Mapstone Dale . 222 Lexington Av S D .;Z
781-5032/ s D i
Maloney F D 4434 CoJeridge S D Afzf
781-4¢40 s DK
Manor Barber Shop 1122 kreeport Rd D 2@7;
781-9838 D
Arthur M R 7438 Perysvle Av S "D i
761-5466 S D ..
Backes Gerard 118 Forliview Rd 5 p ¥
486-3456 5 D,
Bahorich Jos L 1315 Hawthrne Ve s D
- 2 781-8886 D %
Fliegel John C 1000 Greenhill Rd D !
821-0632 D :
Foley Wm R 8886 Perry Hwy S 1]
364-6284 S p
Fox Chas C 302 Penn Av b
486-6296 D
Potvin Mary 368 Perry Hyw D
931-6505 fD
Printz M R 925 Califrna Av S D
767-3812 S D
Prologo Rocco C Ruseltn Rd Chswk S D
‘ 767-4537 S+ D
Reed Thos R 210 Clairmont Av 8¢ D
931-2809 S D




%
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. Directions for Administration .

‘ Comparing Te1g;;533\informati§h
- Y
Distribute a Pittsburgh North Suburban Te1epa5ng\01rectory and a copv of
"Comparing Telephone Information" to each examinee. Jhen say, "At the top
of this sheet, write in your name and identification ﬁ¥mber (Pause) -

“In .this task, the job is to see if a 1ist of addrésses and telephone
|
i
|
\
|

numbers are correct by comparing them with those shown in the Telephgne
Directory you have'been given. Please do not make any marks of any kind
in this Directory. Remember, no marks sShould be made in the Directory."

"Nptice that this 1ist gives the name, address and telephone number -
for many people. Your task is to find each name in the Telephone Directory
and to compare the address and telephone number appearing in the Directory
with those on the 1ist. If the sets of information are exactly alike,
place an 'X' through,the S, for same on your 1ist. If they are not exactly

|
|
|

alike, place an 'X' thrqugh,the D, for ‘different'. Do not write anything
or make any‘marks in the Telephone Directory. )

i
w i

"To make\sure you understand how’gg do this task we will work through
two samp1e cases. Look at the first sample. The person's name is Brant
David W. The'last name is always presented first. Now open the Telephone
Directory to “the '8 ]1st§ngs and find the name, Brant David 4." (Pause -
if anyone appears to be unable to locate the name say) "Brant David ¥ is
on page 20, .in the third column, in the lower part of the page." {When
everyone has found the name say) "The address for Brant David W is 182
Hinkel Rd. Th1s/1§,gx§ct4y the same as the address on your sheet, so an
X_has been placed through the S. (Pause) The phone number. in the Directory
1s 931-4922 which is different from that on the sheet, so the Brhas an X
through it. Are there any questions?" (Pause)

"Now, Took up the address and number for Brigdas John and mark your
answers for this example. His information is on the next page." (Pause,:
allow about one minute.) | '

9
"The address is different - D. Perhaps the Directory words are the

abbreviations for C1iffside Manor, but do not quess about'any m1ss1ng T
letters. The 1nformat1on on your sheet must be exactly 1ike the D1rectory
before you mark S for same.

k4




P . . . ' '

The te]ephoné number for Briggs is exactly the same, so you should put’
an X through the S opposite the number. Are there any questions about how
you check the addresses and phone numbers?" (Pause)

-

“Now continue by ]ookihg up the 1nforma§ion for each of these names.
Continue on the other side of your sheet. Remember, do not mark anything
in the Directory. Begin with these names now."

-

Record the starting time.

During the Administration, observe whether any examinee is marking in"
the Directory. Do not allow this. Any seriously markad up Directories
must be d1§carded.

If any persons are not finished in 30 minutes, ask—fﬁém;f6/§tdﬁ and
you mark their paper, "DID NOT FINISH".  Be sure to have all persons
answer the experience questions. Co]]e;t all papers and phone‘directories.

Supplies needed for each examinee
1 Telephone Directory (North Suburban - Pittsb urgh)
1 Comparing Telephone Information Worksheet

~ . b e sy P
\
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Directions for Administration

K .o Copying Telephone Information

Distribute a Pittsburgh North Suburban Telephone Directory and a copy ‘ <
- of "Copying Telephone Information" to each examinee Then say, ?At the
” top of this, sheet, write in your name and identification number." (Pause)

"In this task, the job is to copy the addresses and telephone numbers

exactly as they appear in the Telephone Directory. On the sheet is a list of
"names. Your task. is to find each name in the Telephone Directory and to re-
cord the address and telephone number 1isted. The name in the Diréctorv must
match exactly the name on'the list After the address and'teleph/ie number
have been found in the Directory, they should be written on the white sheet
’directly across from the name. Please remember do not write anything_or

make any marks in the Directory."

. . "To make sure you understand how to do this task we will work through

two samp)e cases. Look at the first samp]e The person's name s Weqa

Harold J. The last name is always presented first. Now open-the Direotorv

to the "W" listings and find the name Wega Harold J." (Pause - if anyone

appears to be unable to locate the name say) "Nega'Haro]d J is on page 196,

in the upper part of the- first column.” (When everyone has found the name, .
say) "His address is 23 Ravine and’ this has been written on your Worksheet. :

~ .The telephone number listed in the Directory for him is 781-4457. this is ° o
. the number written in the co]umn headed 'Tf]ephone Number' direct]y across N

. -

from the name- Wega". ' ;

“Now look up the number for the second sample, Ziegler A]bert Mrite
the address and number on your list.” (Pause - if anyone appears to be havinq R
difficulty say) "Zieg]er Albert appears on page 206, near the top.of co]umn S
two." When all have completed the item or after about a5 seconds say, "The ) T
" address you should write in is 107 Ivy Rd West View. The number s~ 364- -0769.
It should be fecorded across from Zieq]er Albert in. the column headed 'Te]ephone
Number'." (Pause) Say, "Are there any questions7" (Answer questions) o

/

"It s important that the addresses be copied exatt]y as given,» Do not ‘
fi11 1in abbreviations but,copy them as. printedtwwvhwwwvmrr*~r“""‘°"“V"'“ crEre e TS

,{;} M ’
‘a, . - . \
. .

. - .
\ . 4
~




Supplies needed for each examinee:

"Now Took up each:' these names and copy the ‘drésses and te]ephdne

nuqbers listed beside th in the Telephone Directory. Be sure to look up
the name exactly as it 1§ listed. Be’ sure to write as c]ear]y as possible.
Remember do not ‘make. any marks in the D1rectory

ng1n with these names now."

Record starting time.

Collect the sheets and Djfectories when completed. During a&m1n1str§;
tion, observe whether any e rk1n§\the\01recto?y. Do not a]]mM/
this. Any seriously marked up Dip tories must bé discarded.

finished in 35 minutes, ask them to stdp‘ d
you write {{DID NOT FIN] on-their Worksheets. Be sure to have all per zons ‘
answer the questionsfn experience. Collect the Te[ephone Directories_and
Worksheets, : ) . ‘ .

If an persons have n

1 Telephone Directory .(North Surburban - P1ttsburgh)
1 Recording Telephone Information Worksheet

-

BN
+ o N




Name .

Wega Harold J

10/25 . . Name
Identification Number

©_ Worksheet .

COPYING TELEPHONE INFORMATION

* Address ) ‘| Telephone Number

koo Ziegler Albert

28 Pavirne 78/-4%57

\ . T P

Behr Richard W -

« L

Bell Harry R

Bender A]fred A

‘dennardo_Frank A

Starr Lawrence

Staub Wilbert -

Stanek Jos E

Sprague Wm A

Phillips Leo:d

) Piot(;wski Edw-

P]étts Jas, R..

P]atgk Euéené

E

Gonzales Edw

Goston Edw

Graham ﬁobt G

o

W
\

* Grazioli.J

- !

7
‘ Mann.M A

CONTINUE ON OTHER SIDE

t
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Name s . Address S Telephone Number .
Marcus Joan L C

%,
T

Marker Earl

¢

Marriner Barry F : . . A .

Ritchey Jas E

Roberts Edgar E o R | N

Roche Jos . !

Rogers Cyril C , S

Kelley Chas E s

Kelsch Jos €. - " -

Kerr Bruce T o . -:. .
Killen John S ] T\w’_\ L - ‘ B /////
Diel Miriam \\\ ‘ . '

, AN ) 7
Dille Guy LT . .
4 \ . .
{J Have you ever had a job on which you were paid

for doing a task anything Tike this task?

o
Ygé No
for doing a task very much 1ike this one?

m| O . ‘ .
v Yes - No . e

. v ) E ‘ . ) Y '
| El{lC o ) 122 9
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Directions for Administration . ) . L

Filing Appliance Dealers' Cards

Say to the examinee: “In-this task, you are working with a ‘company
that buys appT1ances from many d1fferent suppliers. Your job is to keep
a file. .gontaining the names of the suppliers. Some of these supp]1ers se]]
directly to the.public, that is, to individuals 1ike you and me,. and are
called, “retailers”. Other suppliers will sell only to-other companjes
and are called, "wholesaJers "Both these suppliers Spec1a11ze in sel?f/b
one part1cu]ar kind of home appliance; for example, stoves, or refrf/érators,
. or washing machines or dryers." _ AL 2

L d

’ v

. / »
e .

~

Hand' set of file cards to examinee and say, "Here 1/,a’set of cards. '
that gives ‘information about each suppiier your company works with. Look
at the first card. It gives the name of the supplier, “North. Borp s |
Appliance". It says they sell Dryers -'gas and electric. And in the lower ’
- right hand corner it says they are wholesalers, which means they sell only
to other companies. Each one of the cards you have qgives this kind of
" {nfarmation for a supplier.” {

ﬁ?:"Your‘task is to file these cards in a box." (Give examinee a file
box for 3 x 5 cards, -containing 10 divider cards, arranged in order as
follows from front to back: « - e | -
Wholesalers . . ) - % .
Stoves . t :
Refrigerators
Washing Machines

Dryers

.Retailers ) p
' Stoves.
Refrigerators
Washing Machines
D}yers

“Look at the file dividers that are.in the box. There are two major .
' sections in the f11e. The first divider is for. th]esa]ers ATl supp]1ers ’\
who are wholesa]ers w11] be filed behind this card. )




fhe secbnd section of the file is for retai]ers; Do you see the
divider marked, "Retailer"? . (Pause while it is found.) Al the cards
for suppliers that are retailers will be filed behind this divider marked
"Retailer". | ' " C

Now ook for_a divider marked "DRYERS". You will find one for
Wholesalers and another for Retailers. Suppliers who sell dryers will have
théir cards filed behind these dividers depending on whether the supp]ier
is a wholesaler or a retailer.

Other supp11er§ sell washing maph1res and theré are dividers behind
which you will file their cards, depending on whether they should be in
the wholesaler section or the retailer section. Other suppliers sell
refrigerators or stoves an thgre are divider cards behind which their
cards will be filed. ’

For a sample exercise, LAt s file the card for North Boro's App11ance,
the card that is on the top of your 3et of cards. (Pause while it 1s
located.) The fard~says that North Bord‘s App11ance 1s a who]esa]er So
we know that th® card should be filed in the front segtion of tbe file,
.somewhere behind the "Wholesaler" divider. But behind whigh app11ance?,
(Pause). Loek at North -Boro's card to see what appliancé it sells. It
says it sells Dryers - gas and electric". Thus the card should be filed

behind, not in front of, the divider for "Dryers" which is behind “wh01esa1er".

Now'place it in your box in the correct section. (Pause).
"Do you have any questions?” (Answer any questions that may arise.)

"Now file the next card in your set. It is for the Morris Electric
Supply Company. Put it in the right section. But do not file other‘cards
yet." (Pause while this is done.) ‘

. "The card for the Morris Electric Supply Company goes in the §ggg part -
of the box behind "Retailer" and behind the divider for "WASHERS" that is
in the back part of the file. Be sure to put the card in that section.
(Pause while this is done ) Are there any other questions.” "(Answer
questions..) S . . . . '

“"Now, listen carefu]ly After you have placed each of the cards in
1ts proper place, you will have several cards behind each d1v1der Each’

S P



of thesé sets of cards should then be placed in alphabetical order according

to the name of the supplier. If the supplier's name begins with A, his

card will go in front of the card for a supplier whose name beqine with B

or a letter later in the anhabet. If two supp11ers in a set have names ///

beginning with the same 1etter. decide the1r order by looking at the second
letter of their hames. Now remenber. Arrange the cards in alphabetical

" - order within each set. It will be easiest 1f you take one set of cards out
of the box, put them in alphabetical order, and then p1ace them behind
their prOper divider. Then do each of the other sets in this way. Are
there any questions about alphabetizing the cards?" (Padse for questions.)

"AlT right. Your task is to file your set of cards in the~box behind
.the proper divider. Do each card, one at a time. Read the card and file
it in the proper section. Then be sure to put the cards within each section
in alphabetical order. After you have finished alphabetizing the cards,
raise your ﬁand, and I will come to you to explain what you will need to‘do.
next. You may begin with your cards now. :

Record.{he starting time. Repeat alphabetizing directions to individuals
as needed. N
. As the examinees raise their hands, check to see if they have attempted
to alphabetize the cards. Rem1nd them to do this work if it has not been com-
pleted. Take them a copy of the Recording Shéet, have them write their name
and number on it and answer the questions about experience, Collect file boxes,
dividers and cards. Do not -ask them to record the numbers. ' '

If any person has not finished f111ng the cards 1n 25 minutes, ask the
person to stop. Give these persons the Recording Sheet. Have t write the1r
name and 1dent1f1cat1on number on .the sheet and answer tﬁe questiens on exper- .
ience. Then you should write "DID NOT FINISH" on these Recording Sheets. Col=~
lect all fiTe boxes, dividers and cards.

, During the administration of other task measures or after their adminis-
" tration, record the numbers on the upper right hand corner of the cards on. the ’
‘Recording Sheet as they heVe.Been arranged by the examinee.. Theré are more
“19nes than cards Jdn each division. After the numbers have all been recorded,
rearrange the cards for_ the next administration by placing them in numerical
. order from 1 to 58. .

[ . - —

»

Supplfes needed for each examinee: - . . .
1 File box containing the set of.58 cards for the task T
"Fi1ing Appliance Deaters* Cands“*(Box also used in ”Comparmng Addresses")
- 1 set of dividers (10) . )
,IERJi:‘ 1 sheet for recording numbers ef cards in file order. B ]_2534 ‘

-

. . t




1

. 10/25

> Name _ i : Identification Number _- .

~ Filing Appliance Dealers Cards Coe

& o : ’
Have you ever had a job on.which you were paid S o -
for doing a task anything like the filing which you did? }
. * LR .
’ , o Yes O ‘No
for doing a task very much like the filing which you did?
' oYes ~ -oNo
- .'? P
" WHOLESALE Stoves Refrigerators . MWashers Dryers .
) ‘ - — g - , - -
- —_ —_ _ O
: RETAIL - - .
A :— . - ’ -
| ) .- —_— — _ S ~.
| . . w. . .
\‘ « . ‘.. ' - . '. X ’ ’
} Q -b_ = N . “." . - ‘4 * B
L ERIC 126 '
}r’ ullml'mli‘ilvi'ﬂ A ‘,?




- » . ‘ 10/'74 \‘-.

-

Directions for Administration

- Summary of Applications

Distribute a set of Application forms -to each person. There are 15
applications in each set. Also distribute one copy of the'"Summary of
Applications". T '

- l . A i
When completed, say, "Each of you has a set of fifteen completed ap-

plication forms. You may look at them but please do not get them out of
order. You have also been given a “Summary of Applications". At the top’

of this form write your name ahd identification number in the spaces provided.
(Pause) When all have comp1eted this, say, "Read the 1nstruct1ons at the

top of the WOrksheet to yourself while I read them aloud." (Read aloud: )

>

"In this task yoJ will prepare a sumtmary of information from a set of
Application forms. The names &f the applicants havefbeen printéd in the
first column below. You are to recerd, in the spaces after each name, the
1nfonnat1on requested about each app11cant. You will find the 1nfo?mation
you need for completing the summary on the App11cat1on forms. Most of the
i information 1s simply copied but some information must be coded. These
“r codes are given at the bottom ‘of this page. (End of instructions on the

Summary.) - . C ' . ' n

first applicant, for La&rence'E. Brown. The qpp1icant's name has already
been copied onto the Summary. The»next'éo1umﬁ asks for the date of birth.
Look at item 5 on the Applicatfon. (Pause) Mr. Brown's date of birth is,
July 12, 1942. The word, “July’ is not copied.but fnstead is coded by the
o table. at the bottom of the page. 'Lodk there: (Pause) July is ‘the seventh
" month. -So 7 has been written under the column headed M-0 for month. Next:
the day of. birth has been written, 12. For the year of pirth, only the
last two numbers are used.- For the 1942, only 42 has been wr1tten down.
Are there any questions about copying- the date of birth? (Pause)

C The' next co]umn C, is for record1nq whethier the person is emp?oyed -
L ,1étter E,. or unemployed - letter U. Look at 1tem 9 -on Mr. ‘Brown's app}1ca-
» tion. It says he is "Not employed"." So U has beén wr1tten on the, Summary. .
o . (Pause) - ) .

, 127
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The next co]umn, D, asks you to copy the social security number, which’
is shown in item 3 of the Application Mr.-Brown's number is 202 35-8891.
Are there any questions about copying this number? (Pause) - v

The next column, E, is for recordinq the highest grade comp]eted The
information comes from {tems six,’ seven, and eight on the App]ication form.
In our example, Mr. Brown completed grade school and high school, but did
not complete cof]eqe. (Pause) "H-S* for high school is written on the
Sﬁnnary form. If he had completed grade school, bu%‘not high school or

’college, then G-S for grade school would have been written in. Or, if he
"had completed all three, including college or university,‘thenhC-O-L for
~college would have.been written in Column E." This code 1s at the bottom

of the Summary. (Pause) ' ' -

"Marital Status is to be ‘recorded in co]umn F. This informatfon comes
from item 15 on the App]ication and you. can see that there are four choices:
Single, Married, Divorced, or Hideed Write in the letter S for Single,.:

M for Married, D for Divorced or W for Widowed." (Pause) Ask, "Are there
any questions’" (Answer questions)

"Colunn G asks for the 2ip code of the person s address. Mr. Brown' s
zip code, 88432, near the top of his app]ication has been copied correctly
onto the Summary."

"Whether or not the individual is a citizen nf the USA daeé in_Column H,
and comes from item 14 on the app]ication. Write in "Yes" if. the'appfncant
is a citizen, “No" if he is not." (Pause} "Are there any questions- about ’
\copying or coding any information? (Pause and answer questions.)

"Now begin fi]iinq in the Summary form for the second applicatiop.
Be sure and use the ‘correct codes and write leqibly and clearly. Work as .
quickly as you-can but without»making mistakes. ' Do not omit any information
in the columns. when you have completed the’ Summary Sheet for all 15 appli-
cation foris, raise your hand and 1 will pick up your material." Record

the starting,time As persons finish, be sure to have them turn over* the
Swnnary and answer the questions about experience. - -

If any, persons are not finished in- 21 minutes working time, ask them
to stop. Be sure to have them answer the experience questions and mark
thetr papers, “Did not finish".

3

- ' . . ’ : : '
Supplies-needed . oo . : l

For each ‘examineé: ‘ oo
1 set of Applications (15 each) :
' 1. Summary of Applications - ~128 /
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Have you ever,had a job on which you were paid
for doing a task anything like this task?

for doing a task very much like this one?

v ’,
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APPLICATION FOR SERVICES

Al app'llcants for the services prov1ded by this ‘department are required to

¢ complete this application form. P'lease complete all items. Do not leave
any questwns ‘unanswered. ' }
1. Name 3@ Zédu/x/ ' LRWL‘QCC £ ’
- Last . . First 1dd'le Initial
2.- Address /39 [)gg,scg,gt Z oxX/, ﬁ S5, ﬂVJ«L'
Street Number Town ' State - Zip Code /
3. Social Security Number o202 — Ji - ££9/ '
B mare '

4, Sex (Check onty a»{e box) . :
( D Female _ o7 ‘ ‘ : ¢

5. Date of Birth JodY' | s2 | /992
2 Month = Day Year '

Education: (Check whethen you COMPLETED OR DID NOT COMPLETE each Level
06 school in questions 6, 7, and 8)

’ : Did not

/

L ' Completed  Complete _
6. Grade Schodl Y4 or [J {Check only one box)
7. High Schoo! or O  (cChéek onty one box]
8. College or University O or [ {Check only one, box)
. OO Employed ~ )
9. Currently I am: | (Check ontu one box)
. B - not Employed

My last two jobs were: (List cuwtent on most necently held job first)

0. Gulf. Hwcr @zz N gt n Lhelee

) Name of Company ~ Job Description or Title - .
2. Yot Els ﬂgf /4: Ve 13. 4#@4&: 73 ,%:[/f,(,
g Name of Company ’ * . dJob Description or Title )
Citizenship: . oL . |
. K m | : | - .
14, 11 ' a citizen of the U.S.A. (Check onky one.box)
D _Am Not ’ , ~

' o O *S'fpz;'le C 0O 'pivorced ( . P
15, ‘At this time I I Check: dnly one pox)
o 5 Lime arp , E Married . (“E Widowed .. . )

X
.

s

™

CERIC sy
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- . Directions for Administration

. DETERMINING HOUSING OUALIFICATIONS'

Distribute to each.person a copy of the "List of Housjng Applicants,?
Each Listing is.for a family, and contains a brief description of family
s1ze and family income. There are two 1istings for practice. exercises and

23 listings for measuring task performance.

v

When distributed, say, "Each of you has a List of Housing Applicants
containing the names and personal information about families’ who are applying
for low rent housing, Each listing gives the name of a family on the first
line. (Pause) Next there are sentences which give you the information about
the size of the family -- that 1s,‘the number of persons in the family -- and
the_total monthly income of ‘the family. You will use this information about
family size and total monthly income to decide whether or not each family is
qualified for low rent publlc housing. And, for those fami]1es that are ”
qualified for this hous1ng, you will also determine the size of the apartment
for wh1ch they are qualified." ’ .

Now distribute the Worksheet headed "HOUSIMG OUALIFICATION HORKSHEET"
and say, "Here is a worksheet you will use to do this task, Wr1te your. name
and jidentification numggr in the space provided at the top of the page."
-(Pause, and when comp]eted, say) "Now, read the instructions at the top of
the page to yourself while I read them aloud."

¢~ -INSTRUCTIONS

.
L,

R (Read A]oud)
"Low rent public housing is available for. 1nd1v1dua]s and fami]ies with

low incomes. Monthly family income and the size of the family deterntine

whether™qr not a family is qua]1f1ed for this hou51ng, and if qua]1f1ed the
size of the”apartment they may rent." ' : L

3

Look at the table below which gives the 1nformation y0u vill need to
make decisions about each case. . ;.L

10/74 . -
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Housing 0ua]tficat10ns Table
Number of — Maximqn ) - Size Apartment '
Persons in Monthly ‘Income for which Family. | *
Famﬁ]y . -Allowed ’ ' 15 qua]1f1ed .
T $400 . - Efficiency (EFf) (Not
o $500 - 1-Bedroom (1 BR) '
' 3 $550 2 Bedrooms (2 BR) | an
4 \ -.$600 2 Bedrooms (2 BR) S
5, o $650 * 3 Bedrooms (3 BR)’ Official
6 . $675° v 3 Bedrooms (3 BR)
7 “ 75 $700 ~+ " 4"Bedrooms (4 BR) | Table)
8 or more _$§725 .4 Bedrooms (4 BR)

ﬂ
s

(Pause -= allow everyone tq locate and look at the table for a moment., )
Then say, "To make sure everyone knows how to use this table and to fill

out the workshéet we will do two_examples together, Look at the description
of the first, family listed.. The name of the first family is ALVAREZ,
Frederick E. (Pause) Read about his ?ami]y to yourself while I read a]oud.
(Read Aloud) - . - . R ’

* LY

ALVAREZ, Frederick.-E, - , . . .

Mr, Alvarez is married and has two daughters, Emilia, age 8
and Freder1ca, age 4, He is emp]oyed as a carpenter's helper
and eamns $524 per month,

-

Say, "Now Took .at, your Worksheet. ' At the middle of the ‘page on the left

hand side find the name ALVAREZ," (Pause -~ make sure everyone- finds the

right ptace on the worksheet.) “"Looking across the Worksheet you can see

.that there are four questions’to be answered about each family == the number

" 'of persons in the family, the total monthly fanﬁly income,‘is the family
qualified for low rent housing?, and the iize apartment for which the fami]y is

' qua]1f1ed? ~In order to answer the first queStion you must look at the

,‘description ‘of his family and dec1de how many persons are in the fami]y.

(Pause) There are four peop]e in the A]varez family, and you will notice B

" that the number '4' has been written in on the worksheet next to the name °

A]varez. (Pause) Does everyone “understand howewe determined that there are’

four people: ih/tﬂe A]varez fami]y’“ (Repeat the exp]anation above if there

are questions. ) :

S

-
a ! =
! '
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Say, "Mp, Alvarez is employed as a carpenter's helper and earns’ $525 per
month, This has also been written in on the WOrksheet, in the second space
.beside Alvarez's name," (Pause) "The next step is to decide whether or not
the Alvarez family is qualified for low rent housing. To decide this we
must use the table that is printed on the Worksheet." (Pause -- point out
the table.) "Look down the left hand colum for the number” of persons in
the family, Find the number '4'," '(Pause) "In the middle co]umn, the '
maximum monthly income allowed for a family of four is $600, Th1s means
that any family of four perdons that has & total monthly income of $600 or
less is qualified for low rent hous1ng. Since the Alvarez family income is . ,
only $525, they are qualified for low rent hous1ng. On the 2;;§§heé% an . ¢

L,

X' has ‘been written before Yes. If the Alvarez family inchme* had been more -
than $600, say $625, they wouid not qualify and ilo would, have been checked
Are there any questiens?", (Pause) !

"Now, the final item on the Worksheet dea]s with the Size of the apart-
ment for which a fam1]y is qualified, It is the‘number of persons.in a
Tow income family which determines the size of the apartment they may have.
.The table says if there is "just one person in a family, he or she may rent
aw efficiency apartment, Two-person families may rent a one pedroom apart-
ment, . If a fam11y consists of either three or four persons they may have a
tvio bedroom apartment, and so on, The largest apartments have four bedrodms,
and to qualify for one of these, there must be at least seven peop]e in the
family. "

“The ATvarez fann]y consists of four people, and s1nce their tota1 1ncome
qua]1f1es them for an apartment, they are qualified to rent a two bedroom '
apartment, On the Worksheet '2 BR! has been circled tp 1nd1cate that they
qualify for a two bedroom apartment. Are there any quest1ons?“ (Pause)‘

Say, "Let's do one more example. Look at the seoond listing, t
for the CHAVIN famiiy." (Pause) Read aloud, "CHAVIN William R, Mr. Chavin
“is sing]e, but supports both’ parents who ]1ve with h1m. If quaTafie ‘for
‘pub11c housing, Mr. Chavin s parents will continue to ]ive with him, * His in-
come 1s $400 a month as an apprentice ta1lor. With.his father S pens1on of

$l75 a month, the total family income 15 $575 per month," (Pause) 0n the 3

- Uorksheet there has been written that there are three peopTe in this family
> and the TOTAL family dncome fs $575." (Pause)  “The income for this family 7




>
*
.
K

H

" of three is more than the maximum of $550, "Therefore they do not qualify
for low rent housing and No has been checked on the Worksheet," (Pause)
"If a family does not qualify for this housing, then they do not qualify
for an apartment of any size and *None' should be circled," (Pause) "Are
there any) questions before we go on?" (Answer quéstions and then say ) -
“Now fi1l in the worksheet for each family. Do all the items for one family
before going on to the next one. Work right down the page and then do the
. items on the back. Work as quickly as you can without making mistakes.,
When you have completed all the items, put your pencil down and I will pick
up your Horksheet, Write only on the Worksheet; do not write, or make any .
¢ marks.on the Listing." (Pause) . .

Vlhen everybody is ready,.say,“Bégin working now," Record the starting
time, - o
As in&ividuals finish, remind them to answer the question about ex-
perience, HMonitor the session closely to.make sure individuals do their
" oun work. 'If any persons are not finished in 25 minutes working time, ask .
them to stop.and mark their papers "Did.not fﬁhish.f’ Be sure, however, to
have these persons answer the quastions on _experience. Collect all materials.

\ - e

N
-

;‘pplies neﬁded

" For each examinee' .

1 List of Housing Applicants “ | ,
1 Housing Quali fication Worksheet ' T,
Front Side - Instructions, 2 examples, and items 3 -12
Back Side - Items 13 - 25

~
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" "LIST OF HOUSING APPLICANTS

. X

ALVAREZ, Frederick E. --*MY. Alvarez is married and has two daughters' :
Emilia, age 8 and Frederica, age 4. He is employed as a Carpenter's helper
and earns $525 per month, ,

CHAVIN, William R, == Mr, Chavin 1s sing]e, but supports both parents who ]1ve

with him, If qualified for pub]1c housing Mr, Chavin's parents will continue

to_Tive with- him,

His income is $400 a month as an apprent1ce tailor, With

his father's pension of $176 a month the total fam1]y income 1s $575 a month,

CLARKE, Helen E, == Ms, C]arke is divorced, and has two daughters 11v1ng W1th
. her. Her total monthly income, including chi]d support from the children's

father is $480,

She is emp]oyed part-time as a waitress,

DORSEY, Reagin J, -- Mr, Dorsey is marr1ed and has two children: Reagin dJdr.,
age 6 and Samantha, age 5. frs, . Dorsey's mother also lives with the fam1]y.
Mr. Dorsey viorks as a $hoe repairman, The total monthly family 1ncome is $675.

ESSEN, Ellen E,

- S1ngle, Ms. Essen lives alone-and works as a c]erk typ1st,

-earning $395 a month,

' FARR, John C, “«= N1dowed Mr. Farr is retired and living.on a manth]y penS1on

of $430,

-

&

GUNTHER, Allan By =-- Mr. and Mrs. Gunther have 5 ch1]dren, ranging in age from
3 to 16, HMr, Gunther is employed as a we1der, vith a monthly sa]ary of $650

HhLSTEAD Elsa == Ms, Ha]stead 1lives with her mother and her aunt, ‘Each works
- and- the total family income is 3925, :

INKSTER, Roland == Mr, and [lrs, Inkster have no chw]dren. He is a disabled

L3

" veteran and collects a disability pension of $250 a month, Uith Mrs¢ Inkster's
sa]ary as a part-t1me sales clerk the tota] month]y family income is $425.

ONES, Erngst P. -= In addition to h1s w1fe Mr, Jones Tives u1th and supports,
‘their four children and his parents. The month]y family income is $720.
gERMIT, Bﬂﬂ] ~= The Kerm1t fam1]y conS1sts of Mr. and Mrs. Kenn1t and 4 sons
;aged 9 to 15, His monthly income is $695

-~

12. \LANGLEt, Ruth -- Miss Langley and her 51ster Tive together. The total month1y
income for this family is $480, Cor o

13,

Pl

15,

DNTAGUE, ggbgnt To == Mr, and Mrs, Montague have three*ch1]dren 11v1ng at
home. - The total monthly family income is $610. .. .

lot attendant.

P

.NAPIER, Arnoid =~ Mr. and Mrs, Nap1er have six chTIdren ranging in age from
.1 year to 15 years old, Mr. Napjer(Qs emp]oyed as a vaiter, having a month]y
.income of 3715,

OLSOH. Glenn =- Mr. Olson is single, /His monthly income” is $495 as_a parking

Y

CONTINUE ON REVERSE SIDE

’
/ - o

36 -

v

e



16.
17,

18,

19,

20,

21,
22,

23,

) ‘24.

25,

+
’,

N

OSWALD, Mildred == Mrs, Oswa]d a widow, supports her two children on a
monthTy {ncome of $450. .

PARIS Mildred —< Ms, Paris earns $475 as a c]erk-typist. She supports
ﬁeF%E!? and ope daughter on this salary, - ;\///~s

PRETT, John == My, and Mrs.. Prett have three ch1]dren. Hrs, Prett earns
$200 a month as a part-time hospital aide.” Mr. Prett earns $400 a month
as a ?ales cterk, The total family income is $600 a.month,

RILEY, Alan --‘Mr. Ri]ey is married and they have one child, Hjs monthly

“salary as a cook is $580.

PUDD§ Martin == The Rudd fam1]y consists of !r, and irs, Rudd, both of

3 parents, and Mrs, Rudd's mother, tal family 1ncome of
$700 comes from Mr, Rudd's month}ﬁ of $550 an his father's month]y
péh51on of $150;" "~ ) .«

>

THOMAS, Henry -- Henry Thomas is married, The Thomas fami]y s month]y
income 1s 3525, primar1]y from his Jjob as a salesman.

TILLY, Virginia == Virginia supports herse]f and two ydumger sistefs, She
wost as a legal secretary and has a month]y salary of $515, o -

ULLAND, Hans == Mr, Ulland is married. He and h1s wife have seven chi]dren
1iving at home, His monthly salary as.a salesman is $710,

WERNER, Edward == The Werner family consists of Mr. and, Mrs, Yerner, and
their tvip- children, Working as a construction laborer, !lr. Werner®s monthly
salary is 5580 . -

ZUNK Guthrie =- Mr. Zunk 1is sing]e and works as a sh1pping c]erk Hfs .
nnnfﬁ1y saTany is $390. . .

A - -




HOUSING OUALIFICAT*I‘GN NORKSHEET
Name - “ Identiﬁcation Number

INSTRUCTIONS -

. Low rent public housing is available for individuals and families wath
Tow incomes, Monthly family income and the size of the familyetermine
whether or not a family is qualified for this housing, and if qualified, the
size of apartment they may rent., -

The table below gives the information you will need to make decisions
about each case. .

B ‘Housing Qualifications Table
Number of - Maximum * Size Apartment
Persons in Monthly Income : for which Family
| Family Allowed . : is qualified
) 1 . $400 Efficiency (Eff)_
2 ’ $500 - . 1 Bedroom (1 BR)A
3 $550 : 2 Bedrooms (2 BR)
4 %600 2 Bedrooms (2 8R)
5 $650 3 Bedrooms (3 BR)f Official
6" ' $675 3 Bedrooms (3 BR) .
7 {2 .. $700 . 4 Bedrooms (4 BR)| Table)
8 or more __$725 “ 4 Bedrooms {4 BR)
Number of  Total Monthly Is this Family
Persons in  Family Qualified for »  For Vhat Size Apartment
Hame = Family Income Low Rent Hougind? Doas the Family Oualify?

1. ALVAREZ - @ t 525 _XYes . MNo Eff 1BR 3BR 4BR MNone

2. cHvIN B 's.&28 ___tes X Mo Eff 18R 28R 38R 48R (fone)
3, CARE . S C_Yes__Mo_ EEf 18R 28R 3BR 4BR None
4. DORSEY ~— ___ $ yes No Eff 1BR 2BR 3BR 4BR ‘Mone
5. ESSEN .. . $ fes._No Eff 18R 28R 3BR 4BR Hone
6. FARR - ﬁ .._Yes ___MNo - Eff 1BR 28R 3BR 4BR None
7. GUNTHER S - fes- Mo Eff 1BR 2BR 3BR 48R None
8. ' WALSTEAD __ s Yfes ___No EFf 1BR 2BR 3BR 4BR HNone
9, INKSTER o __fes ___No Eff IBR 28R 38R 4BR None
0o -JONES. . ____ $ ‘ fes ___Ho -EFf 1BR 28R 3BR 4BR None
1. KERMIT © S Yes __MNo EFf' 1BR 2BR 3BR“-4BR None
2. 'U’\NGL-EY- - S R  Yes No' EFf 18R 28R 3BR 4BR None
Y Lcommus ON REVERSE SIOE) , B

% -
* = < -~
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Housing Qualifications Table
Number of ‘ Maximum . Size Apartment
Persons 1in ’ “Monthly Income for which Family-
Family Alloved ° g is qualified
‘ 1 ' $400. . Efficlency (EFf)
2 $500 v 1 Bedroom ‘(1 BR)
3 $550 . 2 Bedrooms {2 BR){
N 4 $600 ‘ 2 Bedrooms (2 BR)
6 ) $675 '3 Bedrooms {3 BR)
7 : $700 " -4 Bedrooms (4 BR)
8 or more $725 : 4 Bedrooms (4.8R)] .
Numbér of Total tdonthly Is this Family . .
Persons in  Family Oualified for For What Size Apartment
Hame . ’ Farr 1y . - Income - Low Rent Housinq? - Does the Family Qualify?-
' HONTAGUE $ : Yes ___ Mo EFf 1BR 2BR 3BR 4BR Wone
HAPIER $ Yes Mo Eff 1BR 2BR 3BR 4BR None.
oLSOH $ Yes No  Eff. 1BR 2BR 3BR 4BR None
OSWALD $ Yes No Eff 1BR 2BR 3BR 4BR None
PARIS $ Yes  ‘No  Eff 1BR.2BR 3BR 4BR HNone
PRETT S Yes ____No  Eff 1BR 2BR 3BR 4BR Hone
RILEY S Yes Ho ~Eff 1BR 2BR 3BR 4BR Hone
RUDD: $ Yes No  Eff 1BR 2BR 3BR 4BR None
—! -
THOMAS $ : Yes Mo  Eff 1BR 2BR 3BR 4BR MNope
TILLY. _ $ s Yes No -Eff 1BR 2BR 3BR 4BR None
ULLAND™, $ . - Yes f‘ .No  Eff 1BR. 2BR 3BR 4BR None
WERNER S Yes _- No Eff 1BR 2BR 3BR 4BR None
.+ ZUNK $ Yes Mo Eff 1BR 2BR 3BR-,4BR None
' . . \« R 1]

Have you ever had a job on which you were paid for doing a task
anything Tike this task?

‘ o Yes g No ° .

for doing a t/{sk very much like this one? - . . ’ .

g Yes o No

*
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Calgulating Postaéé Charges
». Directions for Adm1n1strat10ﬁ :

.,

b 2

Distribute copias of "Calculating Postage Charges" and pieces of -
-scratch paper. Say, "In this task the Job is to calculate the postage
charges. At.the top of the page is given the postage rates. Note that it
shows ‘the kind of mail and the cost per ounce or per piece. "It shows that .- o
for first class mail the cost is $ .10 per ounce; for sinqgle post cards 1t
costs $§ .08 each; for double post cards the cost is $ .16 each; for air mail i
letters it costs $ .13 for each ounce the letter weiqhs "

. "It also shows the additional fees or cost for two extra services.
Each Jetter or card sent by special de11very costs sixty cents extra. Each
letter sent by cert1f1ed mail costs thirty cents more. "

Y

Be1ow these rates 1s shown Monday's mail and how the cost was fiqured.
Let us look at these examples. First there is the first class letter. Each
piece weighs two ounces. The table at the top says that each ouhce of a
,f1rst ctass letter costs 10 ‘cents. So a'iwo}punce']etter costs 20 cents.
This has béen written in the next column under "Cost per Piece".

"Theke are two first class letters of this kind, so 2 times 20 cents
is 40 cents and this has been written in the column under "Cost".. a

"Now Monday" s mail also 1nc1uded air mait letters wetghing 3 ounces
eaci, An_air mail letter costs $ .13 per ounce, so 3 ounces would cost
$ .39 and this has been written in the column headed "Cost per Piece". Thg
next column says there is one such air mail letter so the total cost in the
last column to the- riqht is thirty nine cents."

fNow look at the next mail fortﬂonday. There are double post cards.
The ounces or weight is not important but our table at the top of.the page
shows sthat it cests §° ]6 for each double post card. But i{n addition the

" cards have been sént by’ special delivery, which costs sixty cents each.

So the total cost for a Spectal\de11very doub]e post card js seventy-six
cents. So 76 cents has beeﬁ written 4n the column, "Cost per Piece". The
number of double post ‘cards is 10 s&5that the total cost in-the riqht hand
colutin 4s 10 times 76 cents or seven dollars and: sixty cents You &an use
the scratch paper/f your calculations."”

Qo . ©o. 1_10 ) d < ' P




"The next part of the Monday's mail is single post cards. Again ounces
are not jmportant but the table at the tdb of the page shows that each single
post .card costs $ .08 each. But in addition the cerds ha&e been sent by
certified mail, which costs thirty cents more. So the total cost for each
certified sing]e post card 1is thirty eight cents. For five such cards, five ' w
times thirty eight is one do]]ar and ninety cents." :

“That is all the mail for Monday so the column for "Costs"-has been
added These numbers are 40 cents, 39 cents,-seven dollars and sixty cents,
and one dollar and ninety cénts._ Check this adding. (Pause while this ad- -
dition is checked ) VYes, these:;:;BEcg add to ten dollars and twenty nine \
cents."

' "Are there anj questions about .how the. postal charges for Morday's maiT
were calcutated?" (Pause to allow questions to be raised and answered.)

“Now figure the costs:for Tuesday's mail. Note that there are four dif-
ferent types of mail on Tuesday. For each one write in the cost per piece, ’
~and then the total cost for those pieces. Finally add the charges to show

" the total cost of Tuesday's mail, but do not go on td Yednesday's mail."

“ . .. J
" Allow about 5 mifnutes for the examinees to work on the ca]cu]at1$Q$:f
the cost for Tuesday's mail and then say, "Now let's work through how y '
wquid calculate the cost of Tuesday's mail. First look at the air mail letter,
each one weighina 2 ounces. Since it costs 13 cents for one ounce, 2 oounces

- wou]d cost 26 cerits each. There are three such air ma11 letters, each

costfng 26 cents, so that the total cost wr1tten in the right hand co]umn
should be 78 cents.” ; . ‘

¥

. "Thé second part of Tuesday's matl is a one ounce first class letter,
special delivery. This would cost 10 cents for the ]et%er.plus sixty cents
for special delivery. So you should write in 70 cents in the third column.
It says that, eight such letters were majled. FEight times 70 cents 1s five .
doltars and sixty cents write this in the r1qht hand column."

“The next mail is certified first class letters each weighing 4 ounces.
" The cost per piece is 40 cents plus 30 cents, a total of 70 cents. ‘Yrite
that fri the column under "Cost per Piece". .There are four such pieces so
that ‘the cost in the #ight hand column shou]d be four times 70 cents or two

dol]ars and eighty cents."




“The final mail for, Tuesday was double post cards. The cost per piece
"is 16 cents each. Mrite 16 cents in the third column. There were two double
_post cards mai]ed on Tuesday; Two times 16 cents is 32 cents. Write this

' in the right hand column.® ' ‘ ’

“Now add the four numbers in the riqht'hand column. (Pause) The
tota] of these numbers is nine dollars and fifty cents. Are there any
. questions how the cost for the mail for each day is ca]cu]ated?f (Pause
for any questions and answers.) N

“Now begin_to calculate Wednesday's ma11 and then Thursday $ mail ) ’T}
and when this is comp]eted continue on the other side, ca]cu]at1ng the
mail costs for each of. the other days shovwn on the other side. Begin now,"

If any persons are not compigted in gg_minufes, ask them to stop and
you record "DID NOT FINISH" on their papers. Be sure that all persoas
answer the questions on experience.’ Collect all sheets and destroy the

-

scratch paper.*

- Supplies needed _
' .. For each examinee:. ' .
1 Calculating Postage Charges lorksheet
Front Side - Postage Rates, 2 examples and 2 items
Back Side'- 3 items ‘

.1 piece scratch paper




WORKSHEET
- USING ZIP CODES-

Name'
Identjfication Number

Airline

Flight Number -

Examples city
Bellwood (16617) Braniff T -
Bolivar American __
Flight Numbers.
_Airline | 157-- [159-~|164~=]|166--] 177-=] 179--| 180~-| 188-- | < Zip)Code
1. Allegheny 414 | 442 | 416 | 462 | 471 | 719 | 810 | 818 . -
’ 2. American 875 | 820 | 846 | 616 | 741 | 917 80f ]8§
3. Braniff ‘517 | 571 | 641 174 | 197 | 186 | 168 Flignt
4, Commuter 751 .1 195 | 461 | 466 | 774 | 710 | 108 | 381 umbers
5. Delta 365 | 424 |.369 | 641 | 147 | 971-]| 188 | 116
6. Eastem 175 | 157 | 146 ‘]68 614 | 791 | 681 | 881
7. Northwest 159 | 165 | 167 | 468 | 179 | 149 | 214 | 368
8. TWA 571 1519 1466 | 186 | 797 | 177 | 848 | 183
| STEPS ‘

Look in the Directory for the zip code number for the éity and remember the

first three numbers.
Find in the Table the colum headed by those three numbers. ,
Look down, the column until you are across from the name of the ‘airline

« serving that city. |

Copy the flight number in that box onto the line across from the city.
_

~ Jackson

Cherryville
Coral
Cassville "
Dunlo
" Friedensburg
Harford

‘ East Springfield

Eagles Mere
Limeport
Home
Loysburg
Ly, ..
Mi’ﬂdl_eport )

Eastermn
Allegheny

Northwest '

Commuter

" TWA
Ameri can
Braniff
Delta-
Allegheny
Eastern
American
Northwest
Delta
Eastern

" continue on other side.

-

R RRANINARR

143.

»

@



. Flight Numbers - |

Airline |— —r ' k\ ‘
—— 15'7-- 159~~ h64-- 166== 177~ [179== {180== ]88--4 < Zip Codes
1. Allegheny 414 1442 | 416 462 {471 719 810 |.818 M\
2. Averican | 875 820 |s46 |16 | 741 | 917 | 801 | 186 ~
3. Braniff. | 517.|571 |64 [521 [174 | qo7 186 | 168 | |.
4. Commuter 751 _[195 | 461 [466 | 774 | 71e_l108 | 381 ?f’;l;g’e‘:s ,
5. Delta - 365 | 424 [|'369 ‘| 641 [ 147 J-9Mm 1-188 | 116
6. Eastern 175 | 157* [ 146 [168 | 614 | 791 | 681 .| 881
7, Northwest | 159 |165 [167 |468 [179 | 149 |214 | 368 |
' 8, TNA : 571 |'519 466 |186- 1797 [177 [848 {183 . | 4 ~.
: cityt - ‘Airline - Flight Number
Linesyille © Commiter ’
Linden o 2 Ameri can
Pennsburg Conmmuter ’
Nicktown © Braniff
‘ Morann - - Commuter
Nanty Glo o Eastern | ’
New Philadelphia American
Rome B Allegheny
Saegertown Easteyn .
- Shunk . Northwest P
: Riegelsville - Delta -
Northpoint THA : *
Riddlesburg ~ Eastern u
Robinson - - ° THA ! )
Sacramento Braniff ‘
Springville’ Braniff ' :
, Venango - . Northwest ”
. Trout Run ~ Brani ff L
: ' Sunneytovn . TWA —_
Starford ‘ ) Commu!;er ) . . - ‘t;f“t
Westover _ *Allegheny . ’
. Have you ever had a job' on which you were paid , ’ ,
for doing"a,-taskianythini]ike this task? for doing_a task very much like
.-Yeso . No o . - this one? Yes No o
Q - /
- ERIC 14 ’ ”
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_ Directions for Administration
: ! . Using Zip Codes

4+
.

Distribute to each ‘examinee a copy of the Pennsylvania Zip Code D1rectory
and of the Zip Code Worksheet. Say, » "In this task you are working in a mail
room, he]p1ng to send the airmail out on the proper airline and flight number,
You afe given the name of a city and"the Airline that carries mail to that
city. Then, use the Table on your Worksheet to find the flight number. Let's
do the first-example: Apause) Bellwood City served. by Braniff A1r11ne. The
example shows'the zip code’is 16617, The first three numbers are 166. So
look in the table at the colum headed, 166-dash-dash. (Pause) Does anyone
not see that colum heading - 166?" '

4

After-questions, say "Now look down the colum until you are on the line
far Braniff Airlines. (Rause) The’ nunber in the co]unn across from Braanf
'is'521. It has been circled to help you. The flight number, 521 has been
written on the Worksheet across from the city, Bellwood." ‘

Now let's do the second’ examp]e° Bo]1v3r, served by American Airlines.
The zip code is not given, so first you will have to find it in the Zip Code
D1rectory you have heen given. Find Bolivar in your Directory. It 1s‘on the
first page of cities. (Pause for examinees to find the'number.) .

“The zip code for Bolivar is 15923. Now Took in the Tab]e in the co]unn
headed 159. (Pausé) Logk down this colum until you are across from American,
The flight number is 820. So write 820 on your Worksheet on the:line for
Bolivar." (Pause) - L

‘ "Read the steps below the Table which review how you\are to find the
' f11ght number for each city.. ;
1. Look in the Directory for the 2ip code number fqr the city and .
. remember the ﬁrst three numbers. - . -
w 2, Find in the Table the colum headed by those three numbers. -

_ 3. Look down thelcolum until you are across. from the name of the
' . airline serving that city. i .
‘ 4, Copy the flight number in that box onto the line across from the c1ty.

"Are there any quest1ons about jthis task?" (Pause and ansver quest1ons).t
Begin with the 1ist of cities and continue on the reverse side. Do not put
any. marks on the Directories.” - L ,

~

Record the starting t1me. ' ' f - T )

If any person has not finished in 40 m1nutes, ask the person to stop- and you
write "DID NOT hINISH" on their'Horksheet. Be sure;to have an persons answer
the questiohs on experience. Co]]ect the Zip Code Directories and Worksheets. ,

-«

e .
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Directions for Administration

Personnel Report Information -

»

7

Distribute to each examinee one copy of the "Information Worksheet"

* with the. side up showing spaces for Name and say, ."As soon as you receive

this paper, write your nare and 1dent1f1cation number on the front, but do not
‘turn the page over unti]_we a]} are ready for it.

Distribute cbpfes éi:the “Personne] Report - Accounting Department”,
one form to each examinee. Then say, "In this task you are working in a
Personnel Office which has records about each employee. You have been ,
given a copy of the personnel report prepared for the Accounting Department.
Look at the headings across the top. Note that it shows (sTowly) the name °
of the employee, the payroll number, the job title, the a age, the annual
sa]ary, the sex'- M for Male and F for Female, and the number of months of |,
service - the length of time the employee has worked in the company. This
information is giveh for every .employee in the Accodnting Department."

"Look at the first line of the report. It .says that (slowly) Eleanor
Cain, (Pause) has payroll number 18642, has a Job title of Accounting Clerk,
is 22 years o]d, earning a salary of $6,080. The F shows she is a female,
‘and she has 1] months of service with. the company."

"Assume that'as part of your work, various people call _you on the
phone and ask you questions about the.Accountinq Department To answer the .
questions you need to ook in this Personnel Report.. Some examples are
shown on the‘page.with your name. Look at the examples at the bottom of the
page. Example 1 asks: What is Mr. Hall's first name? Look on the Personnel
Report under the column headed Name. The first name is Eleanor Cain.' The ‘
Nnext name is Leroy. Campbell. Next is Gordon Hall. Mr. Hall's first name is
"Gordon". To answer the question, write ~Gordon" in the space for Example 1."
(Show where it is 1ocated ) - :

"Look at the second example: How many stenographers are in the Accountiﬁgr
Departrherit7 Look in the C6E§9n headed "Job Title" until you come to the job
’title. Stenogragher. We see”there are four persons in the position of Steno-
grapher. So, write the number, "4" on the 11ne\for Example 2." . (Show where
it is Tocated ) - C o :

- “ ‘ \146



L2

"On the back of this page 1s a 1list of some of the questions you might
receive. Read each quesfion very carefully. Find the answer in the Personnel ’
\ . Report, and then write the answer beside the question. For some of the ques- )
tions, you will need to do some arithmetic. You may use the margins or the
other side of the page to perform this arithmetic. Be suré to put your
" answers in the spaces provided. A1l the information you need is in the
questions or in the Personnel Report. Are there any questions? (Pause
and answer questions.) _Turn over the page, and beqin to answer the questions."
(Record the starting t1me ) " . .

~

As examineds compTete théir work, remind them to complete the experience
‘questions. If any persons are not finished in 25 minutes working ‘time, ask
them to stop and you mark their papers "Did not finish". Be sure, however,
to obtaiﬁ their answérs to the experience question at ;he bottom. Collect
all Information Worksheets and Personnel Reports.

Supplies needed

For each examinee:

-

1 Personnel Report - Accounting\pepar%ment
1 Information Worksheet
Front Side - Identification and examples
-Back Side - Nuestions and answer column
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PERSOMNEL REPORT = ACCOUNTING DEPARTMENT

. Report for Month of September 1974 . . - .
: ’ H ] oL MONTHS
. PAYROLL - . Y. AMNUAL : OF
NAME © NUMBER JoB TITLE AGE

SALARY SEX ° ..SERVICE

Eleanor Cain 18642 Accounting Clerk- 22’ $6,08n

. F N
Leroy Campbell 33072 Accounting Clerk ' N c $6,360 oM 1
Gordon Hall 27001  ~ Accounting Clerk 240 $6,36N M 12
Thelma Hayes . 27924 Accounting Clerk T2 $6,260 F 19
Jerome Kirk . 31624 Accounging Clerk * - 20 $6,1008 F 7
Elaine Lazeroni . 25429 - Accounting Clerk 19 - $5,960. F 8
Lynn Curtis . 28910 Typist . © 22 6,620 F 14
‘Paul Esposito 23727 Typist . ﬂ 23 '$6,570 M. 2
John- Fontanoza 16411 - . Typist ., 26 $6,740~ M 33
Beatrice Goode . 20683 Typist Y, $6,260 ° F 1
Cora Johnson 10442 | T.‘/P]S’c ~ 21 - %6,440 F 16
Maxine Martin 10076 Typist . . 34 . $6,230 F. 27
Barbara Mason, - 34109 Typist _ - 37 $7,00 F 46
Salley Miller 10237 Typist - ’ 26 - $6,530 F 22
Judith Spellman - 22313 Typist 7o 3 86,6200 F - 4D
Phy111s Wilson . . 21609 - Typist L 29 $6,59. F 37.
Fabiola Aquirre . 35353 Stenographer 26 ' 56,720 . M- .37
Gladys Brown . 42110 - Stenographer T 26 56,600 F 38
Mary Lou Holloway -16644 - * Stenoqrapiner . 34 S6,600 F 33
Linda Robinson 30021 Stenographer 23 $6,440 F 5"
Lii1ian Jones 21108 -Payroll Clerk .28 SR,M0 . F 18
Rodo]fé Averez 19614 " Acchuntant ' 51 $7,600 M a,
Lynetta Sue DBanks " 26499 Accquntant - 3 $7,300 F . 34
Robi Cecchettini 21709 Accauntant c . 36 SG,GOQ M .- 9
Dorothy Green 30426 Accountant 24 $6,740 F 28
Charles, Hayes 19798 Accountant ~ " 27, $7,60n 1] 49
Ricardo Muratorio - 21629 Accountant - 3n $7,4n0 " 62
Thomas Sullivan 27381 + Accountant 29 $7,0n0 M “
Angelo Alonzo . 37433 Accounting Supervisor  29- . $7,649 N M

Marvin Baker 17009 *  ‘Accounting Supervisor 23 §7,620 © M 2
Aureo Belasco \ 35620 7ccounting Supervisor 3Q- 58,210 M * 53
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. ldentification Number: Lo " e
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- EXAMPLES
L ' Q
Example 1." ihat is Mr. Hall's first name? , 1.
. Example 2. How many stenoqfaphers are in' the Accounting . .
.o " Department? K 2u
o | ‘ o S
i - 149




13,

Ehan two years?

" Accountant, are married.

+ LOCATING INFORMATION

How many 'men in the Department are over“4gm¥ears old? - ]c_\ “

How many men are in the whole Accounting Department?

How many persons have been in the Department more
o

What is the total months of service for a]] the
Stenogfgphers’in the Department?

+ \ :
How many employees have been in the service
more than 18 months and earn less than $6,500?

The]ma Hayes , Acgounting"cierk, and Charles Hayes,
How much do they earn
each year together? “

What is the average annual pay of the Apcounting
Supeyrvisors?

What is the monthly pay of the Stenoqrapher
Fabiola Aquirre?

What is the average age of the Accounting Clerks?

How many men earn more than $600 per month as

Accountants?

o

How many male Stenoqraphers are more than 30 years -
old?

How man} male A;cohntants‘earn more than the
highest-paid female Accountant?

What is the difference in annuai salary be@ﬁeen—th@

highest-paid and the lowest-p"d Typist?

14 What is the average months of service of female
’ Stenographers? o .

: 18,

'What fs the total months of service of all male

Acéountants?

Have you ever had a job on which you were paid x -

for doing a task anything.like this task?

.o O
Yes " No

\].2 .‘

for doina a task very.much like this one?

s 10/74

2.

]3'.\

14,

15.

|
0 D |
Yes  No
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’ - ) .. CALCULATING POSTAGE CHARGES -
| Name _ - K .. Identification Number-
| POSTAGE RATES ' .

A Kind of mail Cost per_ounce or per p1ece Additional fees _ 7.
first class Tetter $ .10 per ounce ’ special delivery” .
'single post card - - § ,08 each | (spec del) . bo¢ :

certified mail ’ -

double post card J$ .16 each (cert) . 30¢ .
air mail letter $ .13 per ounce )

Kind of mail . ¢ . Meight Cost per Humber Cost

; . per p1ece piece of pieces

MONDAY'S HMAIL

first class letter 2 ounces s R0 2 S L ¥0
\ air mail letter ' 3 ounces S. ,39 1 ' S R ,32 '

3

double post card(spec del) SRR $ 10 s 7.0

" single post card(cert) ' --- s 38 5 $ é ,zg
e , ' Total cost of Yenday's mil = /. (0, ZZ

TUESDAY'S NAIL

. air mail letter ‘ "2 ounces S 3 § .
first class letter (spec.del) , 1 ounce $ 8 § . '
first class letter: (cnrt) _ 3‘our}£es S, a . S . .
double post card - , = S, 2 $ ;

. : L +  Total cost of Tuesday's mail = § .
WEDNESDAY'S MAIL ‘ .
-air mail (cert) - 2 ounces S: 6 $ .
air mil letter 1 ounce S, ‘ S ;
first class letter _ * 3 ounces $_ o 2 . S . ‘

~single post card ; -—- S 10 $ N

first class 'let&er Spec el) flounces S ' 3 - $ -
_ ) Total cost of Yednesday's mail= $ .
THURSDAY'S MAIL  ~ L B o . N
first class letter (cert) - 4 ounces x L, 7 s .
double post card ——- s 15 - - 3 .
" first-class letter ' 1 ounce. S o . g - S__ o
“aip mail letter o 4 ounces § ’ .6 . $ 2
" air mai1 Yetter (spec del}’ "3 ounces S o 4 R .

) e . '
- .- & CONTINUE ON THE OTHER SIDE ° :
I T 151




.
| . RATES
first class letter $ .10 per ounce | ‘double post card § .16 each

spec del § .60

Total cost of Tuesday's mail

{

Have you ever had a job on which you wefe paid
for doing a task anything like this task?

~

g Yes
far doing a task very much 1ike this one?

=

O Yes

-

+

152

single post card , $ .08 each air mail letter $ .13 per ounce | cert mail $ .30
Kind of mail s Weight “Cost per flumber Cost
. . . per piece . -piece of pieces -
CFRIDAY'S MAIL™ + | '
' air mail letter (spec de1) 2'oui{ces Y ' 2 S '
. double post card _ . - S - 13 § .
" first class letter 3 "Giinees s, 24 s
; air mai] Tetter 5 ounces B 11 S . '
first class letter (cert)  * 2 ounces S, 3 S .
firgt class letter 3 ounces- S . 13 $ :
Total cost of Friday's mail” = § .
* MONDAY'S MAIL . .
first class letter (spec del) 4 ounces S, 4 S .
single post card ' -m- S, 19 $ .
air mail letter 3 ounces S, 18 S
first class letter (éer“t) 2 ounces S 7 5 .
air mail letter 1 ounce S, - 14 S
air mail letter 5 ounces S . 17 S ;
‘ Total cast of llonday's mail = \
TUESDAY'S MAIL
’ double post card C e aea S, 11 5 .
air mail letter 5 ounces S, 7 $ .
first class letter 3 ounces § 9 .8 .
air mail letter (spec) 1 ounce S 6 5 .
air mail Tetter 2 ounces . . S . 15 S .
dqyb]e‘post card (spec del) ~—- S . 9 s .
S .

'a No

(]
=
®
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SPECIAL SCORING INSTRUCTIONS FOR CPH'S

The fo110ﬁing instructions were provided to scorers’ and checkers ‘for’

the CPM's:

Checking Applications

put a line through each number thap is not ci}c1éd as required. Also,
put a line through any number that is circled but should rot be circled.

A cormon error that the examinees make occurs on the- back side at the
top. They incorrectly record on the top line the 12 and 13 that are
the answers for the second item. This would appear to be 4 errors,
according to the scoring system. However, count it oﬁ]y as two errors.

t

Comparing ‘Addresses

.If both S and D.Sre checked for one item, thg answer is incorrect.

AN

Comparing Telephone Information

1f beth S and D are checked for the same item, the answer is incorrect.

Copying Telephone Information

If 3 or 4 of the last four digits of the telephone nupbef are wrong,'
count it as 7 errors. The examinee has probably copied the wrong line,
and may have gotten the exchange numbers (the first 3 digits) and possibly
1 of the last 4 digits correct by accident. A

If the wrong .street has beep copied, the number of errors is the nurber
of characters (digits and letters) in the correct address (not the number
of characters in the wrong street that has been inserted).

In1tiéi Caps in the address must appear as initial caps, and not as
small.letters. However, nemﬁmber that people write differentJyﬂ‘ For
example, either G‘\z»wL:—L/ dis K - Geuenhid, (jv ook
would be correct. ' . ’

“Efther extra tharacters or missing characters in'the address are incorrect.

Spacing of‘the(address doesn't matte;. S .

\

153




. ] t]assifying Appliance Dealers

~

Count the nhnber of cards missing from each c1a§s1f16at1on. Also

.write in the numbers of the cards missing at the bottom of the column.

This Will make the card number easier to f1nd when you are scor1nq
a]phabet1z1ng.

Circle, but do not count as incorrect, any extra numbers in the
category. .

If one card is complétely missing, do not count it as an" error. .
(This is z;gé‘oly the test administrator's recording error). However,
if the cards missing are high numbers, e.g., 58, 57 and 58, or 56,

57 and 58, count these cards as "not attempted", and subtract these

cards not attempted from 58.

Alphabetizing Appliance Dea]ers

If. it's -obvious there was no attempt to alphabetize, post 40 fog;;
score and for the number attempted:on the BDS. . “ﬁa‘" -

After c1ass1f1cat1on scor1ng has been completed, treat all card

~‘numbers as in correct c]ass1f1cat1on. You will ‘have to find the

first letters of the card numbers you have e1rc1ed us1ng the special
alphabetizing key. Then check to see if they were f11ed in correct
alphabetical order w1th1n the category.

'If all c1ass1f1cat1on in a category is correct, there is no need

to use the special alphabetizing key. Just mark with an arrow how
the alphabetizing errors can be corrected. '

Post c1a§s1f1cat1on errors on the Jeft side of each category column.
Post alphabet1z1ng errdrs on the right side of each category coTumn.

The total possible nymber of errors 1n any oné of the 8 categories
is 3. )

: Score 1 error, if only one card nbmber needs to be moved t0 have

correct order. :

Score 2 errors 1f 2 card numbers have to be moved to have correct‘
order. °

‘Score 3 errors if more than 2 card numbers have to be moved to have

correct order. . : oLt

4




filed. They made some errors n this
R e;g._mmgﬂgn of cards, Othe

it 4 o

-

f. et'ors beyo}d on 6r

these persons made copying emiors ( t kno!f tg th
was improperly raduced In agditio the doun 'inglj
two cards out of order become very/complex his
directed not te try to untangle th web of errors beyor d three., n ‘utu //

ther method/ of ;:onstr'uctm,g % f / i
output be utihzed that uou]lﬁ Wit Simgler scorﬁng y / /// »
Coding/A Pﬁ/étion Datl Fl

s 8ftc., rather \Jh"ﬁ 50, 39 e’t/c. df ofcm

1. If year appears as ]950/, 19

it as 1ncorrect. "

. s
-2, Gode for HS, GS, and TL st/be correct. , f
as College, Doubie o7 triplg answers, as GS, HS, or G/S As OL/,/

. e
not corre;t. RN / , if'-/

3, IfonlyM&F anpea]z‘ r{ the Harital Statug colum, a( itg [/ the
colum are mcorreqt / This' 1nd1cates thé examinee has cd'd for se’,,
rather than marﬁta’f istatys. L ‘

/ Fell S

A . b ,
Cdpying Housmg Quéh i ations ;o T

1

LEN

S———
~
~
—

L

Score on Copymg is the number mght fn

jns headed Nunberé Pe ons .




Classifying Housing Qualificati.as

~
-

Score on Classifying is the numbeh right on the two subséqueht colums to

~  the right. Deviations from the key were permitted as follows:

f
} Wers are co
K /;Zznz these an

po

1.

qua

- If. the data com‘eﬂ in the first two colums arei'inco'rrect the

answers/in the subsequent columns are eva]uated in terms of using the
wrong data rather than the scoring key. Thus a copy1ng error does not
affecy the c1assifying score,

: f ‘the,worker )ncorrect]y records that the given family is not ,
i 1ed for 1ow, rent housing, fn the subsequent colum on]y the ansver f
'is counted correct, '

/ . . " , -

/
/ /’ Locating and Classifying Zip Cddes

S

7 examinee gets off the correct Tine, by omitting one number, (the
ct when you move the key up or dowm one ]ine) do not
wers -incorrect. Just count one error. :

2

Locating Personnel Information

not cou t Zé incorrect if a dollar sign has been omitted, Count as
either the word or number is given, eig. 2-or two.

/’

/ y Calculating -Postage Charges

If ther/ is an error in the cost per piece, then'check the multiplication
and the addition in the next column, by doing them yourself. If the |

- calculations are correct, treat them as correct even though the answers

do not agree with the key.

If t,ere "is no error in the cost per piece; then score the multip]ication

only, according to the scoring key.

If there is a multiplication error, check the addition by doing it yourself.
If correct, treat the answer as correct even though it does not agree with
the scoring key. ‘ :




“ If the answ;r for cost per piece is .08, count .8, .-8, and 8 as correct.

Howevgr‘do not count .80 or 8.00 as correct. This means. that as long as
there is no zero after the 8, the answer is correct.

If the cost per piece is missing, but the mu]tiplication is correct, do

‘not mark the cost per piece as an error.

If the decimal is not exactly in the proper place in the "cost per piece"

<olumn, do not count ‘this as. an error. However, the decimal mugt be

correct in the multiplication and the addition columns.

Check to see if numbers in the "number of.pieces" column have been
changed from those .on the "Cost" scoring keys. If they have, the key
will be incorrect and you wi]1 have to do the multiplying to determine
if the answer is correct. ‘

w
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BACKGROUND IMFORMATION

NAME

Identification HumbérJ

' Hhiph aroup best describés you? ., Check (X) one. "

“
» *

g 1. Nearo
m| 2. 'American Indian
O 3. Unite (Caucasfan)
0 Q 41 Snanish-speakina (Cuban, Hexican, PueFtQ-R%can, etc.)
O 5. Oriental
O ©.5. Other (snécifv " i : )
sex : : ,
o Male ‘
0 Femé]eP
- Birthdate L v |
fonth Year,
Education What is the .highest.school orade'you comp]e;ed?
Check (X) one. i
o 1 0 5. 0O g o
o 2 o 6 o .
‘o 3 o g =E)
o oo 5 2\ -
. o ‘ O more than)12 -
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